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Instructions to Students

Plcasec 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

1]

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
of transportation to reach the

must make your own arrangements

organization.

4. You should maintain punctuality in attending the internship. Daily
attendance is compulsory.

5. 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.

6. 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.

7.
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
Post your daily activity

a.
creating a WhatsApp group with your fellow interns.
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

and/or industry.

» 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.
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Be regular In filling up your Program Nool.

and commuandente repolanly with your supeivisor to provide apdstes oy
propress with work anslpments

Never be hesltant to asle questions to mnke aure yan folly understand whnl
you necd to do your won ke and to contelbiote to thie argiailzation

It shall be filled up In your

own handwriting, Add additlonal sheets wherever noecessary.

AU e end of internship you shinll be evaluated by your Hupervisos aof the intern

10,
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21.

22.

orpanization,

There shall also be evaluntion nt the end of the internship by the Faculty Guide
and the Principal,

Do not meddle with the instruments/equipment you worle with.

Ensure that you do not cause any disturhanee to the regular nctivities of the
intern organization,

Be cordial but not too intimate with the employees of the intern orpganization

and your fellow interns.

You should understand that during internship programme, you are
internship

the

ambassador of your College, and your behavior during the

programme is of utmost importance.
If you are involved in any discipline related fsnues, you will be withdrawn from

the internship programme immediately and disciplinary action shall be

initiated.
Do not forget to keep up your family pride and prestige of your Collepe.
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Student’s Declaration

I&..ﬁ.‘iﬁxfi‘.hl,a student of .......Program, Reg. No. =LA

Department of (7N mfﬁgai@f?’bollegc do hereby declare that I have

2 ‘ m
completed the mandatory internship from\%]2x. to JQ}H/)—.}.m dﬂ;ﬂ'—lmxa

under the Faculty Guideshi]?

(Name of the intern organization) A
s el 2% N Ve

of.Dﬂ.‘b.Y@Wame of the Faculty Guide), Department of L7
2oVeMmmAad. Eff}riiﬁa\gName of the College)

< Soav/oni

(Signature and Date)

Endorsements

Faculty Guide \€~L'\J q)}’

Head of the Dcpa.rtmen(g/}b‘_/ |

Principal
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Certificate from Intern Organization

5:.53]!:\%1{!'.1: ........ (Name of the intern) Reg.
) underwent internship

lefs) 2023

This is to certify that

No2! 22-.&@(.".3@."33[ (—”‘x(n"c.f‘-‘) ..... Name of the College
zation) from).%

in ¥ Y esodenunall... (Name of the Intern Organi
to 30[0?/2013 ’

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

(4
M.iw}aﬂkii)(s:xtisfactory/ Not Satisfactory).

i

Authoized Signatory with

3

Datt and Scal

tary

Wward Administrative Sccrc
Adivarampela Secretariat-21085

)2

Srikakulam Municipal Corporatiun
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CHAPTER 1: EXECUTIVE BUMMARY

The i hi c » 1l include
e internship report shall have only a one-page executive summary It shall |
e : g virm of the
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cc 1 i i - s rtivities done by
sector of business and intern organization and summary of all the activitie

the intern during the period.
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A.

C.

CHAPTER 2: OVERVIEW OF THE ORGANIZATION
Suggestive contents

Introduction of the Organization

B. Vision, Mission and Values of the Organization

D. Organizational Structure

E. Roles and res

F.

and markey value,

G.

ponsibilities of the g

Performance of the Organization

uture Plans of the Organization.

Policy of the Organization, in relation with the intern role

nployees in which the intern is placed.

; ach
In terms of turnover, profits, market rea



CHAPTER 3: INTERNSHII’ PART

Description of the Activitics/Responsibilities in the Intern  Orpantzation during
.i’ln'thl,l".

Internship, which shall include - details of working conditions, weekly work

. a J ‘
equipment used, and tasks performed. This part could end by reflecting on uiat kirn
of skills the interm acquired
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ACTIVITY LOG FOR THNE $ECOND WEEK
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WEEKLY REPORT
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WEEKLY REPORT
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ACTIVITY LOG FOR THE FIFTH WEEK
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WEEKLY REPORT
WEEK -5 (From Dt........c....... to Dta.eeannnnnn.... )

Objective of the Activity Done:

Detailed Report:
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Describe the real time technical skills you have acguired (1 boiie Kf e 1

related skills and hands on expericnce)
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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 the technological developments you linve ohasread and jelevant b4 the

subject area of training (focus on digital technologics relevant (o gyt jol juils)

QH’UHL —Hx.m‘\

D) Hr‘lmA UJMQ_JL__&}MJ 1 ‘\,Dra(

=._l
25 40 ,rvvcﬂﬂ‘t,@ UL ) o) i
Wy TRYS SlagnCy
U,

foaw  wnodkembicodion faw']mow, -

e v ——

ol (’MG.OM' aJZﬂ

|

il

& Coondly 5— J
e e—— J
|

(L1 h9 & = Pol 'fhn(fwnc in Pol

|
."Hf\-i‘m(‘;ﬁu 5= ‘

A
o Uéfhj (Co‘p(' £ (w‘ .In ;Qc_lmd j
Pe - Nomewy Plugydiam, \‘
- My Bnored in v.llﬂmflbqﬁh‘n ab
ctonks n Lord o utyioeratad oz




Student Self Evaluation of the Short-Term Internship

Stadent Name & Rt‘hllalmn No 9_".\:”1 e I.d.lk’\tﬂvo“ n ': )) ‘] \ 'J i R ad o 10._',(".-) q a

Yerm of Internship: From 'F.}:ﬂ,'i‘n 20 /‘”i /:.,02 b |
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Namwe & '\ hiress of the Supervisor
with Mobile Number ]

2 it you Srman the

Rating Scale: Letter grade of CGTA calculation to be previded
2) Writtra communication

Intersction with stafl
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12) Prodsctivity
i | ] i 3
14) Adaptability to erganiration’s coitare polictes .
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the student's performunce In the followlng nreas:
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your evaluation shall be done independent of the Student’s self-cvaluation
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