


Accomplishing an internship
In 5 steps

Initiating a Cooperation Agreement between the University and the employer

The employer issues the Declaration of Acceptance that has to be accepted by the University

Starting the Internship

At the end of internship the employer issues the Reference Letter

If everything is correct, the University accepts and administrates the accomplishment of the
internship
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Initiating a Cooperation Agreement between the University and the employer

Find a suitable company for the internship:

You can choose from a wide variety of companies where you can do IT-related
tasks under the supervision of a professional mentor who accepts your
supervision, it does not have to be a company related to Informatics.

In case you need some ideas we are recommending you few companies, where
our students fulfilled their internship beforehand:

Companies for Internship

If you find a research project within the Faculty, you can and would like to
join, you can accomplish your internship even within the Faculty.

If you would rather work through an intermediary company, you can also
inquire about the available opportunities at the School Association.

You do not have to complete your internship during the study term. As
it does not have a credit value we recommend you to accomplish your

internship during the summer break, so your workload will be shared
gradually.
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https://www.inf.elte.hu/bsc-kepzes/szakmai-gyakorlati-helyek?m=220

The employer issues the Declaration of Acceptance which has to be accepted by the University ]

Make sure to have a valid Cooperation Agreement between the University and the company you will accomplish your internship:

* The chosen employer can hire you as an intern if a Cooperation Agreement is signed beforehand between the University and the
company or -in case of mediation- with the School Association. A Cooperation Agreement is mandatory even if you already had an
employee legal status at the company before starting your internship.

» The Cooperation Agreement does not necessarily have to be signed right before starting your internship. Currently, we have already
established valid Cooperation Agreements with multiple companies. For further information inquire at the chosen emloyer or via the
okt_asszisztens@inf.elte.hu e-mail address.

= The Cooperation Agreement is a contract between the employer and the University. You do not have to sign it. Your task is only to make sure
that the Agreement is signed and valid before you start to work as an intern. Contact your future superior or HR to initiate the Agreement
directly by contacting the University via okt_asszisztens@inf.elte.hu. The related documentation is available on our website.

= The University and the employer are legally obliged to sign a Cooperation Agreement. We recommend you to not to start your
internship until you have a signed, valid Cooperation Agreement. In case by any circumstance the Cooperation Agreement does not
go through then it may be, that we cannot accept your internship! In addition to that in case of haphazard labour control both -
the employer and the university - can be called to account legally.

= Until there is not a valid Cooperation Agreement, the employer cannot issue the Declaration of Acceptance.
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https://www.inf.elte.hu/en/dstore/document/2886/cooperation agreement 2024-02-09.docx
mailto:okt_asszisztens@inf.elte.hu?subject=Inquiry%20-%20Cooperation%20Agreement
mailto:okt_asszisztens@inf.elte.hu?subject=Declaration%20Agreement
https://www.inf.elte.hu/internship

About the Cooperation Agreement

COOPERATION AGREEMENT ON INTERNSHIP

By concluding the Cooperation Agreement, the employer acquires the status Noimber o he AGFECTERL ..

L THE PARTIES

of a professional internship location, which entitles the company to accept o v
our students for internships. Name Ebivts Lorind Universit

Seat 1033 Budapest, Egyetem tér 1-3.

Our students cannot fulfil their internship with an employer that does not have an Region [RS8

Number

agreement in force. The agreement must also be concluded in the case of an Tox Nomber | 15308744241

Bank Account | Hungarian State Treasury

already existing employment relationship or an internship abroad. Nomber _| 10033000-01.26201-00000000

Organisational | Faculty of Informatics
enti

Seat: 1117 Budapest, Pazmany Péter
sétany 1/C

Fepresented Dr. Tamas Kozsik

by:

The employer does not have to conclude the agreement with the University only if Contact | Vs Krszia Oroi

person:

the student wishes to do an internship through the mediation of a School Addess: | 1117 Budaped Pizminy Pl
Association. In this case, the University accepts the agreement between the e

Fax:

employer and the School Association. Eomal | sussenBalelels

IL SCOPE OF THE AGREEMENT

II1. On the basis of the present Cooperation Agreement the Employer undertakes to provide in-
compaty internship per school year for ...... students who are in legal relationship with the
University. The internship will be provided free of charge for the following educational
programmes:

Our Faculty currently has agreements in force with hundreds of employers, so we ducational rogramme chedie [ mamber of
ask our students to kindly inquire about the existing agreements of concluding an 240 worng b s o ot § sk forstudets adifed i

2012 and 2013

agreement with the employer or your educational assistant when starting the BSe Programme i Computer Sinee

320 working hours lasting at least 8 weeks for students admitted in

administration of the internship. aafe il :
¢ Programme in Computer Science

240 working hours lasting at least § weeks for students admitted in

or after September 2014

MSc Programme in Computer Science for Antonomous

Svstems

240 working hours lasting at least § weeks for students admitted in

or after September 2018
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mailto:okt_asszisztens@inf.elte.hu?subject=Inquiry%20-%20Cooperation%20Agreement

The administration of the Cooperation Agreement

The deadline to submit the Cooperation Agreement 15 day before starting the internship at the latest.

We can accept the Cooperation Agreement if and only if it is filled out fully and properly and signed by the person authorized to
represent the company in the following formats and ways of submission:

In an e-mail in PDF format send either
« the document with the digital signature of the person authorized to represent the company
« Signed on paper by the person authorized to represent the company AND authenticated in the AVDH system

If the representative of the company signs the document by hand, it is mandatory to have the document stamped. In this case
submit two original copies in either of the following ways:

Submitting

* In person: In the Southern building's Northern reception overlooking the TTK anytime (you do not have to request an

appointment). Kindly submit the document in a closed envelope and write the following note on it: To Krisztina Orban
Educational Assistant

« By postal services (with advice of delivery service only) to the following address:

E6tvos Lorand Tudomdnyegyetem Informatikai Kar
Tanulmanyi Hivatal, Orban Krisztina
1117 Budapest, Pdzmany Péter sétany 1/C, 2.316/A

Of the documents received as a hard copy the University keeps an original copy for the Archives, the rest will be delivered by
postal services (with advice of delivery) to the employer after the dean has signed it .
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https://www.inf.elte.hu/en/dstore/document/2886/cooperation agreement 2024-02-09.docx
https://magyarorszag.hu/szuf_avdh_feltoltes

Starting the internship

Submit the Declaration of Acceptance form issued by your future employer

By submitting this declaration your future employer (company) lets the University know, that it would like to hire you for an internship
within the framework of the Cooperation Agreement. The University has to accept the place of internship beforehand, therefore
the declaration has to be submitted before starting the internship either by you or by your future employer!

On the declaration form, the company declares the timeframe of your planned internship and what kind of tasks you will get,
who will assist you in the implementation of the tasks.

The declaration will not be accepted automatically by the University. The University consents that you accomplish your
internship at the chosen company only if the University finds that the company fits the requirements. Do not start your
internship before you receive a feedback e-mail that your Declaration of Acceptance form has been accepted. If your form gets denied
your work will not be accepted as an internship. If you start your internship before your Declaration of Acceptance gets accepted you
risk this.

Send the document to okt_asszisztens@inf.elte.hu e-mail address or to the university's postal address. If you send the Declaration
of Acceptance form, it will be sent back to your employer after the representative of the University has signed it. You will be informed
regarding the status of your Declaration via e-mail, once you receive the e-mail feedback you may start your internship.
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mailto:okt_asszisztens@inf.elte.hu?subject=Befogadó-nyilatkozat

Starting your internship

The Declaration of Acceptance

£ ELTE

Edtvds Lorand University
Faculty of Informatics
Contact. okt asszisztens@inf elte hu

The internship has to be announced to the University in advance. DECLARATION OF AGCEPTANCE FOR INTERNSHIP

TIVE CRCBIE00N O 2C8AMaNCE COTWIME M3t M S0aT of Computer Science BSC snkss of ELTE Faziy of Wfrmass
€8N COMPIBE e MAndatvy 320 MOWTs MFEAMEND SO8Cied It the FaINg and Jranusron requrements cf e AOVam af the

The Declaration of Acceptance is an official way for an employer to let the University know TR TR b e st o o 1 ol 7 T TRy
- FROM JANUARY 1, 2024 THIS DECLARATION CANNOT BE SUBMITTED WITH ANY DELAY!

its intention to employ you as an intern which the university accepts/denies. ANYWORK WHICH WAS STARTED WTHOUT THE PRELWINARY APPROVAL OF HE UNNERSITY.

WILL NOT BE RECOGNIZED AS INTERNSHIP ACCONPLISHMENT!

1. Informstion sbout the student

The Declaration of Acceptance has to be submitted to the educational assistant 15 days Swtsame St et s
before the start of the internship at the latest. The vice dean of Education will sign the st 4
document before the start of the internship.

about the employing ore

Keeping track of the deadlines and the arrangement and coordination of the =

. ° . ey _oge Address

internship place and schedule is your responsibility. - Webpepe

Eflectue dale of the cooperation agreement conduded with ELTE Faculy of Informatics:
Dale of exprry of the cooperahon agreement concluded wih ELTE Facully of informics

Conladt person : Sludents professional supen sor

Name
Depadment

Submit the Declaration of Acceptance in a single .pdf file to the educational assistant e

E-mal

with =
- Adigital signature or - blomaton bt ho tomhi

Internship sterts

« As adocument filled in on paper signed with a digital authentication or S W TR e N

Department name:

« As a document filled in and signed, stamped on paper and scanned (there is no S
need for the original hard copy for the administration)
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https://www.inf.elte.hu/en/dstore/document/2887/Declaration of Acceptance for Internship_Computer Science BSc_2023-12-19.docx
mailto:okt_asszisztens@inf.elte.hu?subject=Declaration%20of%20Acceptance
mailto:okt_asszisztens@inf.elte.hu?subject=Declaration%20of%20Acceptance

At the end of internship the employer issues the Reference Letter

Accomplish your internship

Eiitviis Lovand University
Facalty of Informatics
Contact. oit_asszisziensi@in chiehu

REFERENCE LETTER ABOUT COMPLETION OF INTERNSHIP

Thes e Jener CVTRES TN TNS SToURr of Cownpwier Seience BSC siwpies & ELTE Faquly of IWmans has

= To accomplish your internship you have to work at least the following working hours: BT o e e mape = et g

chiorsesy ovgavraten
The Reference Letter can be submitied only Fthe Declaration of Acceptanca was previously approved by
our Faculy of Informatics!

1. Information about the studant
Stuclent's nams: Staring vear of studies

« Bachelor of Computer Science: 320 hours -

« Master of Computer Science, Master of Computer Science for Autonomous ot
Systems: 240 hours e

Address
Phiore number.

| SluderiTs professional supenisar

As a Stipendium Hungaricum Scholarship holder, you may work 30 hours/ week during the G
study term, 40 hours/week out of the study term.

al
Phone

The internship does not need to be done continuously; if required, the 320 working hours can enssbesnconph sty
be completed in 2 separate parts, even with 2 separate employers. D i

duration: ... weeks  sshedule:
Departmenl name:

For MSc students: The University will not approve to the completion of an internship e
significantly longer than the mandatory 240 hours. The number of signed working hours RS s =
mUSt alWayS be between 240 and 260. 3.2 Ghoet evalugdon of the riemship, surmary from the studend (inal 2asl £ serenoes)
The employer confirms the completion of the internship to the University on the Reference
Letter.
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https://www.inf.elte.hu/en/dstore/document/2890/Reference_Letter_about_Completion_of_Internship_Computer_Science BSc_2023.docx

At the end of internship the employer issues the Reference Letter

The Reference Letter

Submit the Reference Letter as a single .pdf file to the educational assistant. The original
document is not needed for the administration, the signed and authenticated form scanned
in colour is suitable

The deadline to submit the form is the 30th day after finishing the internship, BUT in case
you intend to graduate in the same semester, the deadlines are the following:

{“the 5th of December
$ the 31st of May.

If you complete your internship during the holidays or in the exam period, in case the
Reference Letter submitted by the 31st of August the internship will be registered for the
spring semester, in case the Reference Letter is submitted by the 31st of January, the
internship will be registered for the autumn semester.

If you do not submit the Reference Letter within the 30 days deadline, the Education
Office will transcribe a late fee every week until the form is submitted (3000
HUF/week, maximum 30 000 HUF)

Eiitviis Lovand University
Fa i‘l.l]l}' ol Informarics
Contact. okd_asszisxtens(Find elie hu

REFERENCE LETTER ABOUT COMPLETION OF INTERNSHIP

Thiz rednence lafer cavties Malthe stvoar of Compuier Sclence BSc siwales & ELTE Fecudy of inbrmatcs has
compisied the mandaiony 8 wasts infemanj seeciied iy ihe Faking and gradusiog requiements of e frogran & e
Lo O ArSicn

T e
The Reference Letter can be submitied only #the Declaration of Acceptancs was previously approved by
our Faculty of nformatica!

1. Information about the studant
Student's nama:

Nephan e

1 Slucleri s professional supenvisor

platad internship
Internship start date: end datez:

duration: ... weeks  schedule: hourstweek
Diepartrnenl néme:

3.1 Employer's general ieedback, comments for ELTE Faculty of inforrmatics (eptona).

3.2 5hot evalugnon of the rrigmship, surmary from the student (in al 2esl 4 seriences)

E LT E ‘ FACULTY OF .« Deadline for the autumn semester
INFORMATICS . .
$I& Deadline for the spring semester



https://www.inf.elte.hu/en/dstore/document/2890/Reference_Letter_about_Completion_of_Internship_Computer_Science BSc_2023.docx
mailto:okt_asszisztens@inf.elte.hu?subject=Reference%20Letter

If everything is correct, the University accepts and administrates the accomplishment of the J
internship

Submit the Reference Letter

On this form, the employer verifies how long you worked for them as an intern, what
tasks you were given, and how you completed them. You must also evaluate your own
internship work on this form.

Based on the employer's and your assessment, the University decides whether it can accept
the internship as a performance.

The Reference Letter has to be sent to the educational assistant or to our postal address
either by you or your employer.

You will not receive the document back, after signing it, it will be sent to your administrator,
who will administer the accomplishment of the internship in Neptun. At the end of the
exam period check your Neptun, the administration of your internship has to be completed by
then.

You do not need to inquire about the acceptance of the Reference Letter If everything is in
order, we will automatically notify you of its transfer to your administrator after its
acceptance. If something is wrong, we will let you know.

Make sure that the reference letter arrives at the University no later than the 30th day
after the end of the internship! If you send the document later than this, the University
will charge a late fee based on the current fee schedule. If it is too late, it may even
happen that we will only be able to administer the internship for the next active
semester.
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https://www.inf.elte.hu/en/dstore/document/2890/Reference_Letter_about_Completion_of_Internship_Computer_Science BSc_2023.docx
mailto:okt_asszisztens@inf.elte.hu?subject=Letter%20of%20Reference

Accomplishing the internship with laboratory subjects in

MSc in Computer Science programmes

In the case of an internship taken at an external internship place

The vice dean of education decides on the acceptance of the filled-out and signed
Reference Letters by asking the opinion of the Credit Transfer Committee.

Based on the Reference Letter, the successful completion of the internship is recorded by
the Education Office in Neptun.

Acceptance of laboratory courses on MSc training

If you have completed 2 lab subjects of your curriculum these subjects can be accepted as
an accomplished internship. In order to request your lab subjects to be accepted as an
accomplished internship please fill out the following in Neptun:

IK - Accepting laboratory courses as internship.

The following subjects can be accepted as internship:

Data Science: Data Science Lab | & II.

Cybersecurity specialisation: Cyber Security Lab I. & I.

Software and Service Architecture specialisation: Software Technology Lab I. & II.
Fintech specialisation: Fintech Lab | & II.

Artificial Intelligence specialisation: Al Project Lab I. &Il

Autonomous Systems major: AUS Lab I. &I
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