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CHAPTER 1: EXECUTIVE SUMMARY

The internship report shall have only a one-page executive summary. It shall indlude
five or more Learning Objectives and Outcomes achieved, a brief description of the

sector of business and intern organization and summary of all the activities done by

the intern during the period.
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CHAPTER 2: OVERVIEW OF THE ORGANIZATION
Suggestive contents
A. Introduction of the Organization
Vision, Mission and Values of the Organization
Policy of the Organization, in relation with the intern role
. Organizational Structure

Roles and responsibilities of the employees in which the intern is placed.

7@ U00w

Performance of the Organization in terms of turnover, profits, market reach
and market value.

G. Future Plans of the Organization.
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CHAPTER 3: INTERNSHIP PART

Description of the Activities/Responsibilities in the Intern Organization during
Internship, which shall include - details of working conditions, weekly work schedule,
equipment used, and tasks performed. This part could end by reflecting on what kind
of skills the intern acquired.
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ACTIVITY LOG FOR THE FIRST WEEK
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WEEKLY REPORT
WEEK - 1 (From Dt...cocciiniane to Dt..coinincininnnas )

"Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE SECOND WEEK
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WEEKLY REPORT
WEEK ~ 2 (From Dtu.cieersane to Dt........ vasrences )

Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE THIRD WEEK
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WEEKLY REPORT
WEEK - 3 (From Dt....@ ¥uee. to DE M. )

Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE FOURTH WEEK

BRIEF DESCRIPTION OF THE DAILY
ACTIVITY

LEARNING OUTCOME Person
In-charge

Signature
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WEEKLY REPORT
WEEK - 4 (From Dtu.....bbeeeees

Objective of the Activity Done:

Detailed Report:

slA . SexXice WL P\"s‘ﬁecr'\e_‘f\'\.'
NooRoM  jhexe O  YAOEE Nagn

"N GraM  soxd  Sah

SUb  sexVice,  each  sexvce n hoNt®  Ihety oude VLY

Yoy CQ
L Sncom@ ¥ iiticals- XdG

2- CoSk @, (eg¥ikicols ~ Bo oS

3 oo Non =20 AaBS
-\ ¥ g

W Be cernd

A0 PP . uwom  Panchatny  gevelolMent EE{yemne

2 e DlenintnO  DxoNmetn Sow Ao DRBCRMewY

e e  Cuawm G hatal

-~  canriokon Podetwin®

- Arad  be Pl fodMnng
~? &% eel WY o \Won ) e fony
“> Peooien weed tashs | 0o Son AMPes

-?—EY\A:S - B stecin gum s o Oexe\ofomeny ocks tw
Mo ncitinl tond ¥ 2 betmd  hWerd

tnOnexal  Rndd . honle "oX [Pxefex ey dox

L N :
Lo g-\vma~ Cuamin Sset Slab e ok nwnen ¢




ACTIVITY LOG FOR THE FIFTH WEEK
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CHAPTER 5: OUTCOMES DESCRIPTION

Describe the work environment you have experienced (in terms of people

interactions, facilities available and maintenance, clarity of job roles, protocols,

. procedures, processes, discipline, time management, harmonious relationships,
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Describe the real time technical skills you have acquired (in terms of the job-

related skills and hands on experience)
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Describe the managerial skills you have acquired (in terms of planning,

leadership,
team work, behaviour, workmanship, productive use of time,

weekly improvement in
~ competencies, goal setting, decision making, performance analysis, etc.
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Describe how you could improve your communication skills (in terms of

tmprovement in oral communication, written communication, conversational abilities
3

ty management, understanding others,
extempore speech, ability to articulate the key points,
closing the conversation, maintaining niceties and protocols, greeting, thanking and
. appreciating others, ele.,)

~confidence levels while communicating, anxie

3 ~getting understooc by others,
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Describe how could you could enhance your abilities in group discussions,

participation in teams, contribution as a team member, leading a
team/activity.
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Describe the technological developments you have observed and relevant to the
subject area of training (focus on digital technologies relevant to your job role)
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Student Self Evaluation of the Short-Term Internship

: "’Smdenr\ame & Registration No:
~ PorQ™6 ~ 3% Askma . o\99. SNG40,
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7 our performance in the following areas:
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