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Instructions to Students

Please read the detailed Guidelines on Internship hosted on the website of AP

State Council of Higher Education https://apsche.ap.gov.in

1.

It is mandatory for all the students to complete 2 months (180 hours) of short-

term internship either physically or virtually.
Every student should identify the organization for internship in consultation

with the College Principal/the authorized person nominated by the Principal.

Report to the intern organization as per the schedule given by the College. You
to reach the

make your own arrangements of transportation

must
Daily

organization.
You should maintain punctuality in attending the internship.

attendance is compulsory.
You are expected to learn about the organization, policies, procedures, and

processes by interacting with the persons working in the organization and by

consulting the supervisor attached to the interns.
While you are attending the internship, follow the rules and regulations of the

intern organization.
While in the intern organization, always wear your College Identity Card.

If your College has a prescribed dress as uniform, wear the uniform daily, as

you attend to your assigned duties.
You will be assigned with a Faculty Guide from your College. He/She will be

creating a WhatsApp group with your fellow interns. Post your daily activity

done and/or any difficulty you encounter during the internship.

10. Identify five or more learning objectives in consultation with your Faculty

Guide. These learning objectives can address:
Data and Information you are expected to collect about the organization

L ]
and /or industry.

e Job Skills you are expected to acquire.
Development of professional competencies that lead to future career success.

[ ]
11. Practice professional communication skills with team members, co-interns and

your supervisor. This includes expressing thoughts and ideas effectively
through oral, written, and non-verbal communication, and utilizing listening

skills.



Be nwnre of the communlention culture n your worle environment, Follow up
ad communiento repgulnrly with your supervisor to provide updates on your
Progresn with work nanlpgnmaentn,

13, Never 1ye hesitant to ask quentionn o moke sure you fully understond what
yYou need to do your work nnd to contribute to the organization,

Be rogular in filling up your Program Boolk. It shall be filled up in your

own handwriting. Add ndditional sheets wherever necessary.

14,

- v 23 s ig 2 crn
. At the end of internship you shall be evalunted by your Supervisor of the inter
organization,

. There shall also he evaluation nt the end of the internship by the Faculty Guide
and the Principal.
17,

18.

Do not meddle with the instruments/equipment you work with.
. 1] - € jviti - Of the
Ensure that you do not cause any disturbance to the regular activities

intern organization.
19

A e int ization
Be cordial but not too intimate with the employees of the intern organi
and your (ellow interns. h
. . . e the
20.You should understand that during internship programme, you ar
' . - hi
ambassador of your College, and your behavior during the internship
programme is of utmost importance. [
21. If you are involved in any discipline related issues, you will be withdrawn from
the internship programme immediately and disciplinary action shall be
initiated.

22. Do not forget to keep up your family pride and prestige of your College.
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Student’'s Declaration

I Srelr..a student of Ekﬁ Program, Reg. No. ’.ll:l?mwbéo?c’f the

Department t\l‘.mx&'!;’l\.(‘}la'.o}lﬂb College do hereby declare that 1 h:wc
mandatory internship from(ﬁ!@/l‘hn 31{‘]/?3 m\fdﬁﬂ%&&

completed the
(Name of the intern organization) under the Faculty u:dcth
ide), Department of.eccﬂaf‘f‘{fﬁl .......

of. A= Yakobwa Gho\Name of the Faculty Guide) Dep
G]DC((‘I.’/D f.-m—tf"(l[ﬂlhbl (Name of the College)

(b;mg Date)

Endorsements

-

Faculty Guide [{ : \/M loé’/\ff't 6\)0 0 \C/"‘\'_.’/D/' -

Head of the Department & & Wﬁt]
Odo
—

Principal



- .

Certificate from Intern Organization

This is to certify thatjm.s@/ﬂﬂ'(ﬂﬂ. ..... (Name of the intern) Reg.

No2(2200{02602) of Glﬂf_(mt’ll) Name of the College) underwent internship
in .*/@{Qjﬂhﬂ.@h. ................ (Name of the Intern Organization) from.[B-0B.222..

to ALY =23.......

The overall performance of the intern during his/her internship is found to be

@Uﬁﬁa‘? (Satisfactory/Not Satisfactory).

é'&_%
Panchayati Secretary

Authorized Bignaiory A¥ith ettt jand Seal
Palakonda Manaal
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CHAPTER 1: EXECUTIVE SUMMARY

The internship report shall have only a one-page executive summary. It shall include
Jfive or more Learning Objectives and Qutcomes achieved, a brief description of the
sector of business and intern organization and summary of all the activities done by
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CHAPTER 2: OVERVIEW OF THE ORGANIZATION

Suggestive contents

Al

L A~ T

G.

Introduction of the Organization

Vision, Mission and Values of the Organization

Policy of the Qrganization, in relation with the intern role

Organizational Structure

Roles and responsibilities of the employees in which the intern is placed.
Performance of the Organization in terms of turnover, profits, market reach
and market value.

Future Plans of the Qrganization.
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CHAPTER 3: INTERNSHIP PART

Description of the Activities/ Responsibilities  in the  Intern Organization clirtng
Internship, which shall include - details of working conditions, ekl work achedule,
el by roflecting on whet Kinel

equipment used, and tasks performed. This part could en

of skills the intern acquired.
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ACTIVITY LOG FOR 'I‘IIIB FIRBT WELK

DAY
&
DATE

BRIEF DESCRIPTION OF THE DAILY
ACTIVITY

LEARNING OUTCOMI
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WEEKLY REPORT

WEEK - 1 (From Dt. lPe/Df}/Z'ﬁ to Dtﬂ,‘;t/a‘%/li )

Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE

SECOND WEEK

_ BRIBI DESCRIPTION OF THE DAILY | VEARNING OUTCOME I:i'::'ge
. ACTIVITY
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DAY
&
DATE

ACTIVITY LOG FOR THE THIRD WEEK

LEARNING OUTCOME

Person
In-charge
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WEEKLY REPORT
WEEK - 3 (From Dt.[=04:22%.. to Dt.:04=27..)
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Detalled Reporg; —
. SN /[fwmé_m_cﬁ_ﬁ?’u&nfﬁéfﬂ A7) J/F—

Lienth
— Seplonley —_and  prooen grecunl e i bt

4 _ .
((;‘——hﬁi\i-‘l\i/’-_ﬁ_léﬂa 0 Gool ol of Shule) b chr
Oy e obhip o Jebortoo oo/ _pclfize_omk

p
“}//K““—‘/U[“‘{@é?ﬁ—- fﬂ—‘ébumvﬁo oA Mtae ety
h"éﬁ'ﬁ -—_;a/_m/ ('%'ﬁlfdr'éfﬂ;/ ’{ﬂé’ ﬁmmé E}j [ { atbio

(Lbnd)
v Dionetsic /

Objective or e

—

Uhe Do e Ay b fp ppinfried.

Yy Al Xlfge / oMe___gnd  ine if 'fig; (tacuie

A=

Lj‘f?f’ﬁrﬁnﬁ ,/.én Aoy Jeppon iF A n b ‘fj’f?.’).'f}”(
£ 1y Yol J (Jm/cmh[tnﬁ

Durog  fhid_(ueck Al (oK tleived
Gméz, gl iF Ap i) h (@_Aﬂ{fmr

3
B =

ﬁ 1ol éﬁz_", aM; at a4 I f??‘/ ?j}fu\

N gl Qdlchaual 10 fam et
o /

W amorb _also o hinbioed ool d :

e ool by Bellig 4 fnﬁx n kel




ACTIVITY LOG FOR THE FOURTH WEEK

|
ARN OME Person
BRIEF DESCRIPTION OF THE DAILY | JEARNING OUTC
In-charge
ACTIVITY
Signature
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WEEKLY REPORT

WEEK - 4 (From Dt.2/%/22.... to Dtl9/4.422.)

Objective of the Activity Done:

Detailed R ri:
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WEEKLY REPORT
WEEK - 5 (From Dt.lG/9/2%... to Dt.22.(3/.2.22.)
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CHAPTER 5: OUTCOMES DESCRIPTION

Des
¢ribe the work environment you have experienced (in terms of pPe ople

lntem
ctions, facilities available and maintenance, clarity of job roles, protocols,
Proce
dures, processes, discipline, time management, harmonious relationships,

Socializar; —
lization, mutual support and teamwork, motivation, space and ventilation, etc.)
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Deacribe the managerial skills you have acquired (in terms of planning, leadership,
team Wwork, behaviour, workmanship, productive use of time, weekly improvement in

compt?tencfes, goal setting, decision making, performance analysis, etc.
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D

€Scribe how you could improve your communication skills (in termsS of
Mprovement in oral communication, written communication, conversational abilities,
Confidence levels while communicating, anxiety management, understanding others,

g€tting understood by others, extempore speech, ability to articulate the key points,
closing the conversation, maintaining niceties and protocols, greeting, thanking and

appreciating others, etc.,)
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1\“
o Danorine how could yon could enhance your abilities In group discussions,
, leading @&

[ ]
1
ImHuI]mllml In  teams, ocontribution a8 a team member
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Describe the technological developments you have obaorved and relevani Lo the

Subject aren of training (focus on n‘:yHuf rrrhrm!nm a relevant to your job role)
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Evaluation by the Supervisor of the Intern Organisation

- = 5010 2607 \
rm Name: & Registration No: j'.g'wmb 2 2“1'00,0-’6:’2

Term nflmernshlpfa-e, From (g, -0@, - 2% To 20 - a-2%

Pate of Evaluntion: X009, 202—5

Organization Name& Address: fo JW ﬁxh’w‘:j

Name & Address of the Superviso
With Mobile

o Number: 67 /h’fhn '-?OQT)\?)U—:HI

Please rate the student’s perfurmancc in the following areas:

Please note that your evaluation shall be done independent of the Student’s self-evaluation

Rating Scale: 1 is lowest and 5 is highest rank

[communication” T

2)  Written communication

8) Planning and organization 1

14) Adaptability to organization’s culture/policies 1 2 3 3 s

15) OVERALL PEREORMANCE

= é’«@\
Signgture pfthe Supenvdsor,

VELAGAVADR {Will)
Falakenda Manaal
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