
 
 
 
Internship and Thesis - the new Study 
Regulations  
 
 
Due to the change of study regulations, there are some improvements and changes in 
regard to the Internship and Thesis Writing Procedure/Period. 
 
 

1. Internship – What’s new? 
 
The requirements to start your internship have changed. In order to apply to do the internship you 
have to have a minimum of 115 ECTS from Semesters 1-4! Please check Handout Internship and 
the BIB Webpage for Details! 
 
Requirements/Paperwork (What do I need to submit if I want to do my internship?) 
 

1. Internship Application Form (use form on the BIB Website) 
 
 

 
 
 

2. Current Transcript of Records which proofs your 115 ECTS (can be downloaded 
on LSF or obtained at the Examination Office – Ms. Rönsch) Please check Details 
in the Handout Internship and the BIB Webpage 

3. Internship Contract 
a. Either HTW Contract  - Download BIB Website and 1-pager from the company 

stating your weekly working hours and tasks 
b. Company Contract – has to include the working hours/days at least otherwise 

also a 1-pager stating the hours/days and tasks 
 
Documents have to be submitted to the BIB Admin office at least 3 Weeks before the Internship 
starts (see Study Regulations Amtsblatt 09/15, § 11 Passage (3)). 
 
Note: Students who plan to do an exchange Term in the 4th and/or 5th semester, have to 
make sure to send their Study Programme (Learning Agreement) and the Transcript of 
grades in time, in order for the credits to be entered in the system. This procedure might 
take up to 3 weeks.  
 
 
 
 



 
 
 

2. Thesis Writing / Application to write the Thesis– What’s new? 
 
To write the Thesis you now need to proof that you have all Credits from Semesters 1-5 (150 
ECTS) and that you have already registered to do your internship (Internship papers are approved 
by the BIB Admin Office).  
 

 
 
 
 
 
 
 
 
 
 
 



 
 
 
Requirements / Paperwork (What do I need to submit if I want to apply to write the 
Thesis?) 
  

1. Current Transcript of Records which proofs 150 ECTS (can be downloaded on ) 
2. Application to the Internship (already signed by the BIB Administration, see 1st page 

screenshot) 
3. Application to write the Bachelor Thesis with the Final Thesis Topic, Signature of the 1st 

supervisor (mandatory), Name and Signature of the 2nd supervisor 
(see Screenshot) 

 

 
To be downloaded at:  http://bib.htw-berlin.de/downloadandforms/Thesis 
 

4. The complete Documents have to be submitted to the BIB Administration 
office the latest at the Last Lecture day of the current semester (you will 
always apply for the next semester). 

5. Admission period means that your will get an official Admission Paper where 
the Examination Board accepts your Topic and Supervior(s).  

 
The Admission will be send to you via email! No personal attendance needed.  
 

6. The writing Period will start 1st April or 1st October of each Semester.  
 

7. The time to write your Thesis will be 8 weeks! 
 

http://bib.htw-berlin.de/downloadandforms/Thesis


 
 
 

8. 7th Semester Courses will take place as blocked Seminars after your 
submission of the Thesis. 

 
3. Thesis Defence 

 
You Thesis Defence can be hold as soon as all your courses as well as your compulsory 
internship are successfully passed and the grades are available in LSF.  
 
Please see extract from the Study Regulations: 

 
 

 As soon as the Supervisors have the Examination File they will get in touch with 
the students to arrange for a defence date.  

 You will receive a written invitation from the BIB Admin office 
 After your Defence you will be automatically ex-matriculated, meaning you will no 

longer have a student’s status.  
 Your File will be send to the Examination office, Ms. Rönsch, who will be 

responsible after your defence. 
 The Examination Office will send you all official Documents within approx. 4 

Weeks. The Bachelor Certificate might be send separately. 
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