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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

10.

11.

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 of 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 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.

Identify five or more learning objectives in consultation with your Faculty
Guide. These learning objectives can address:
e 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.
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.



12. 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.

13. 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.

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

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

16. There shall also be evaluation at the end of the internship by the Faculty Guide
and the Principal.

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

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

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

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



Student’s Declaration

0P
Ifgﬂaﬂ%wm student of E."E?...Program Reg. No. 212200006804 %f  the
Department of....... lDQGmT)]Snqucollege do hereby declare that 1 have

completed the mandatory internship froml**’o%hi*- to 3% / A ;13 in . Aﬁ‘s-‘l ¢ urH‘W"\'\
(Name of the intern organization) under the Faculty Guideship
OM?.WM?.., (Name of the Faculty Guide), Department of.(.owart¥.£....
Cpe. .@xwa..gﬁMqu. (Name of the College)

£\ Nmﬁn%w@mnb-
(Signatule and Date)

Endorsements

Faculty Gui

Head of th é/p ent

Q@J««

Princip



Certificate from Intern Organization

This is to certify that %Nﬂ 2Ral): (Name of the intern) Reg.
No.2122.00(0660%f GOC. tmen. .gr'ihoJ&jName of the College) underwent internship

in Aeamﬁu)m (Name of the Intern Organization) frc;rn.!.‘39’1(7:*’?:'j.'?—.f?'?-.F.x
to 80./09./2023...

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

B .‘.'TP.j.ﬂ:S!.Qi.m. (Satisfactory/Not Satisfactory).

Authorized Sighatory with Date and Seal
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CHAPTER 1: EXECUTIVE SUMMARY

The internship report shall have only a one-page executive summary. It shall include
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.

o E U oW

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 FOURTH WEEK

D:Y BRIEF DESCRIPTION OF THE DAILY | “EARNING OUTCOME | Person
" ACTIVITY ;’l‘g‘::zz
Depovted] of Mav Office | Wy work 10 enf
Day - |And| ;v\xm\j@\ Wik high (ijill - (A .
1 [ mavels] CUﬂvaumJ Officay | Qopr Civeddee) k’\ﬂ"’
{rmors
Raiet %1?‘%‘-‘:(';0") OF An ir\,)(er\sJ«\iFe, Ve
Day - 'wxiumstr\ipa h\b MAD Riy mjwmép%c;x %M@&/
- F@kp\omjior) Anq elail ”
&
Daﬁm‘\mm}( oF &ﬁpiu\_\'}w{b &l\ir_e'i g,ukm V'
Day - i % {O-Y Qu‘\a g @mim&lﬁ IﬂOh+
3 AV\Q]‘ @.1\114 P 'f cmi"!\h millA  bo u{‘i(%
in%oﬁt\h " Glaihb '@u‘m p
ede .
Hiwoc-'rwk, of %,M’rm he  hiwedh i<
Hay= , whidhy %ivs  The
4 Dqﬁ)tw'\mM* tpfbvzjﬁq OFF . @&
i OF Offery P
o P
Resdes  ©OF &Tim))'tmb @Jﬂmim\%m lkmiu
Day - . QonJlBP»AhQ Live
. rAN‘;\ %ﬁrlu’ﬂ "'10"‘.\, B%d* n\m\#u}w\‘s Je @/
,G)\r PQ)UO\ Aprdy On- L
‘FOOQ! moé[u&%{.
ﬂex}f&fl'u OF A%ﬁuq'\-tm- Aﬂuﬁ% guj(:;‘
Day - - \ it i H Doy
I S TP
wicle - ‘ -




WEEKLY REPORT f
WEEK - 1 (From Dt /Q&j'?g to Dt..‘.f'....".?.jﬁ..
Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE SECOND WEEK

DAY | BRIEF DESCRIPTION OF THE DAILY | VEARNING OUTCOME |  Person
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WEEKLY REPORT
WEEK - 2 (From Dt.Z]. /Dg i’-g to Dt. ?—‘;/Dgfu)

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. %2 {P’? /Zl to Dt.?&...?.f‘[&

Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE FIFTH WEEK

Wi

2ayfacs %uj'iﬁn

DAY BRIEF DESCRIPTION OF THE DAILY LEARNING OUTCOME Person
% In-charge
ACTIVITY .
DATE Signature
wm e Mep [Minimom Mep (e mnain imr
- Su-PFW'\ e ] And) it |dopic {n Upee VM
. ?m\uoﬁmu- ke e ion . 2
ag otuement Thooge Te Admare _axe
P \A% P oy a)Pﬁi"Y fr e P‘“’W&‘h
Day - | QRNKe . W\uk_ hoye celke u{/@&
2 h
Mop  Thaousiy Al fod
whad  ie 'iwitxcdihr) A %mu:)mbomh -a;ygj\?
Day - ofF .MD And| foin g ediory
3 J(‘a{%& . * Axe ra ‘FMQ_% OF (@/\J}

Deporlomt  OF  esdoncion

podes  nform clion

j pmoqu-dior) rofhoDs

’F m Ao
il in- < E’-‘»‘“" ﬂ&sc.?z_z. :MD& e Dmﬂ@d%
4 OEQ N Qs
w@p’ 6, Jugeaweh
Aepyios o Suseavely ’:Z[ujinn Anesjj‘l-iv@(t\ 'va'tm\
Day - ;n'ﬁ’&?\«u.}’aujwn Fidrict Roks | muthosle A ﬁ)ﬁ&@//@

eei| wlth

20| dradore .

8 e Qimk{e in 0 -\th'h ankane Sofly A
Cyop -»!.(40\‘°
QﬂUﬁr mamuke  (reps G-‘“d' EMO\’.NK\ ey of
Day - [ impovtem® 4Br jmprovi e maddw A<
ks qm\—;ou o Y lmlﬂovwd OvqamiC M
6




WEEKLY REPORT /
WEEK - 4 (From DtQY. "-l 42 to Dt.ﬁ./ﬁ....ﬂ‘.??..)
Objective of the Activity Done:

Detailed Report;
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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,

socialization, mutual support and teamworlk, motivation, space and venlilation, elc.)
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Describe how you could improve your communication skills (in terms of
improvement in oral communication, written communication, conversational abilities,
confidence levels while communicating, anxiety management, understanding others,
getting 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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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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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 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 tin

competencies, goal setting, decision making, performance analysis, etc.
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Student Self Evaluation of the Short-Term Internship

Student Name: & Registration No: SAVARA  NAGES I ARAD -2.12.2001066042
o 13fosfzort T 20/0[2003 -

Term of Internship: From

Date of Evaluation: 18 59/’-.;.

Organization Name& Address: Sim‘tn\{)urm ) —A—Lﬂ!lm‘.’(—\m/ Dapﬁ—rﬂvmn -"‘

Name & Address of the Supervisor P J—"—jﬂ—ﬂtﬂ ani
with Mobile Number:
FqQo& Y € ¥&8 3Y

Please rate your performance in the following areas:

Rating Scale: Letter grade of CGPA calculation to be provided

1¢ Student

ywayoya) .
Su__,mmrc :‘{}l




Evaluation by the Supervisor of the Intern Organisation
Student Name: & Registration No: SAVARA NAGES WA RARAD - 2122001066042

Term of Internship: From |8 IOSI 2022 To QO ,Dq ’Q.D‘J_g .

Date of Evaluation: LR® {92 {'1-0’2-*3 .
Organization Name& Address: S’invtn»pulomr) 3 \"Af‘ﬂ‘h ;&u.,u‘um. Dn.[)bi"*vqev\'i

Name & Address of the Supervisor P . TQLj Sl.i)ihq
with Mobile Number: ﬁ 1 03 1¢ 888\{ .

Please rate the student’s performance in the folfowing 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

14) Adaptability to organization’s culture/policies 1 2 3 o+
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ANDHRA PRADESH
STATE COUNCIL OF HIGHER EDUCATION

(A Statuory Body of the Government of Andhra Pradesh)

2nd, 3rd, 4th and 5th floors, Neeladri Towers, Sri Ram Nagar, 6th Battalion Road
Atmakur (V)Mangalagiri (M), Guntur, Andhra Pradesh, Pin - 522 503

www.apsche.ap.gov.in




