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[ Instructions to Studenta

Please read the detailed Guidelines on Internship hosted on the website of AP State
Council of Higher Education httpsy/apsche.ap.gov.in

ul

10.

11.

12.

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
must make your own arrangements for transportation to reach the
organization.

You should maintain punctuality in attending the internship. Daily attendance
is compulsory.
You are expected to learn about the organization, policies, procedures, and
processes by interacting with the people 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 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.
Identify five or more learning objectives in consultation with your Faculty
Guide. These lcarning objectives can address:

a. Data and Information you are expected to collect about the

organization and/or industry.
b. Job Skills you are expected to acquire.
c. Development of professional competencies that lead to future carcer
success.

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 aware of the communication culture in your work environment. Follow up

and communicate regularly with your supervisor to provide updates on your
progress with work assignments,
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13.

14.

15.

16.

7.8
18.

19.

21.

22,

Never be hesitant to ask questions to make sure you fully understand what
you need to do your work and to contribute to the organization.

Be regular in filling up your Program Book. It shall be filled up in your own
handwriting. Add additional sheets wherever necessary.

At the end of internship, you shall be evaluated by your Supervisor of the
intern organization,

There shall also be evaluation at the end of the internship by the Facull}
Guide and the Principal.

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

Ensure that you do not cause any disturbance to the regular activities of the
intern organization.

Be cordial but not too intimate with the employees of the intern organization
and your fellow interns.

. You should understand that during the internship programme, you are the

ambassador of your College, and your behavior during the internship
programme is of utmost importance. '

If you are involved in any discipline related issues, 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 College.

PRV, (1)) JEE
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Student’s Declaration

Lk Tejesukm Rap s student of U et “Inbenship
Program. Reg. No. __________ of the Department m,_;[.,n;mh r}’rm!trwnl-

College do hereby declare that | have completed the mandatory internshig
from o . {Name of

AT A T MR FL T

e S ‘l CoYE T T LA

the intern  organization)  under the  Faculty Guideship  of
. (Name of the Faculty Guide), Department of

L’}hﬂ-‘“ — ' _;fmwa:m\m_bﬂjm_i d.L,"}t
{Nasve of the College)

(Signasture gud Duse)

Page No.




Official Certification

This is to certify that Uhc]cxﬁ . Tejerwone Reas (Naute of
LY
the student) Reg. No. ﬂQQQMLQle has completed his/her Internship in

\SP’CHiUﬁLAYAM (Name of the Intern Organization) on
C'\S']Cl"i‘ﬁﬂ L\hDTJ S—rk':\faln\)mm(ﬂﬂe of the Internship) under my

supervision as a part of partial fulfillment of the requirement for the

Degree  of in the Department of
(J-M'-_Deﬁ_mdl% (Name of the Collcge).

This is accepted for evaluation.

(Signatory with Date and Seal)

Endorsements

Faculty Guide

Head of the Department

Principal
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Certificate from Intern Organization
This is to certify that UﬁqGH ’TGJ'QA Lo Reo (Name of the unteri)

Reg. No_dJ| of Wﬂh} (Name of the
College) mde?ﬁ' it’oiﬁt lentfelfh wgm ivedeyeem (Name of the
to

[ntern Organization) from

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

Sﬂéﬁéﬂ&_@"* (Satisfactory/Not Satisfactory).

25 e
edq-Signatory with Date.an

=
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CHAPTER 1: EXECUTIVE SUMMARY

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

N . " [ [ o l-) ’
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
B. Vision, Mission, and Values of the Organization

T EOo

. Palicy of the Organization, in relation o the intern role

« Organizational Structure

Roles and responsibilities of the employces in which the intern is placed.
Performance of the Organization in terms of turnover, prolits, markel

reach and market value.
G. Future Plans of the Organization,
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CHAPTER 3: INTERNSHIP PART
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Description of the Activities/Responsibilities in the Intern Organization during Internshiy
. . 2k 3 ' o4 15¢ i:.

which shall include - delails of working conditions, weekly work schedule, equipment tsee
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ACTIVITY LOG FOR THE FIRST WEEK

Day

Date

Brief description of the daily
activity

Learning Outcome
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WEEKLY REPORT
WEEK -1 (From Dt....ccoersreraes 10 Ducsosnsssreesase)
Objedtive of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE SECOND WEEK

Person In- |

DSE:Y Brief description of the daily Learning Outcome Charge |
Date activity Signature
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WEEKLY REPORT
WEEK ~ 2 (From Dt........cceevne to Dt..coverssncsenns )
Objective of the Activity Done:

pCLh che »@_[— €ecqe ECU\\/

Detailed Report:
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ACTIVITY LOG FOR THE THIRD WEEK

I
Person In-

D;Y Briefdescrip:;'o;:ofthedaﬂy Learning Outcome Charge |
Date actyily Signaturef
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WEEKLY REPORT

WEEK -3 (From Dt................ 16 Bloiisunsisiqainn )
Objective of the Activity Done: s
bj ¥ Vt&iajg Revenue of @Hﬁc@]
Detailed Report:
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ACTIVITY LOG FOR THE FORTH WEEK

Day g i . Person In-
& Brief descnpt?n‘n of the daily Learning Outcome Charge
Date activity Signature
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WEEKLY REPORT

WEEK -4 (From Dt....oocevnennnn to Dt..vivensenianas)
Objective of the Activity Done: anj i'LCLl : Mta"}-‘ (‘
Detailed Report:
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ACTIVITY LOG FOR THE FIFTH WEEK

D;Y Brief descripti()fl of the daily Learning Outcome Pg;g;lgl:-
Date SEdwity Signature
Waulbone sio1 Hold aboul- | J tendenatond
il Y TJob  chant. Glout- hin  Job
Cheof-
Welbtoe S Aold abog| T Meestond
Day-2 iy R%PQG\ﬁi\nltﬁ‘h
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He lold aboup he |1 UndArtand
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lie 4ol about ]-aﬁ]ano.mkq uﬁﬂ"-’\"h’r\d
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e ity Ragen
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i
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WEEKLY REPORT
WEEK -5 (From Dt.......ccoceeee. to Dburecinvivinnne )
Objective of the Activity Done:

Welbone € Educational Darinstent

Detailed Report:
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ACTIVITY LOG FOR THE SIXTH WEEK

Day ) e . Person In-
& Brief descnpt}o.n of the daily Learning Outcome Charge
Date ey Signature
Po NG aL
Day -1 -
HoLiDay
Mahide, police -lpld |1 Lewnnt about p-ﬂ“fﬁé
Day-2 | about hen Mole, Nespor hen o0la amd
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Madeam  —lold ~het Che T leasink -:tI:;our}!£ w.{,,
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WEEKLY REPORT
WEEK - 6 (From Dti.ciiiicinain £0 Dbiisissssiisinin)

Objective of the Activity Done: . .
[\)h'tl'ublﬂ. P)‘i(‘.e % U’kbﬁheh G}\‘lH UJE”TGJ}@
Detailed Report: | ‘
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- Educedio A

7 Mebibe Pollte Duten
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CHAPTER % OUTCOMES DESCRITTION

Describe the work environment you have experienced (v b 2 poerpplis sptissn e
fmelifie avsiiodde emd mieesfenenoy !‘5!“'111‘ l‘f' e yﬂ',fn!t‘:-['g rprt-‘nﬁgn_wf_ R B O
disgling, fione snevingernenl, Jirrotiomctonre svdetymmeters  awnleneturt  seatatl it i
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