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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.

2. Every student should identify the organization for internship in consultation
with the College Principal/the authorized person nominated by the Principal.

3. 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. ;

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.

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

8. If your College has a prescribed dress as uniform, wear the uniform daily, as
you attend to your assigned duties.

9. 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 vour 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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12.

13.

14.

15.

16.

[y
18.

19.

20.

21,

22.

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,

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 ?egular 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 Faculty 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 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.
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An Internship Report
On
(Title of the Internship)

GLQ\CE"‘“W\Q__"’:E: @ejwcc QQ)\kQ%Q CME ARk UmMm
Name of the College: Deoned ]\E s _

Department:  “Sdtoe Commemence  B.cCo - CG-\mz»_ ‘°"\j
Name of the Faculty Guide: S-&€ gy00o00 (‘%tﬂ

Duration of the Internship: From.\‘hlgl?—.”%-'l"o.%c?m?.—?

Name of the Student:  Doaodeso~ - '!\‘ CHRq

Programme of Study R ., (ome (Csu.n:n&D

Year of Study: 2oz |- 202

Register Number: 212 2<0 \é:l-olé

Date of Submission: :L[ n} 202
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Student’s Declaration

Department of (2T &0¢ (ien) College do hereby declare that I have
completed the mandatory internship fromI8/8k» to 38j4[23..in GQ\\.JQ&HDM.,

(Name of the intern organization) under the Faculty Guideship

0L (<
0@,{559_‘?‘_‘____&,_) (Name of the Faculty Guide), Department of......CommmesdCe..
..... G (MEN).. SPE(/ (Name of the College)
oL D./\.ltgf‘&fm—

(Signature and Date)

Endorsements

Faculty Gu@e

Head of tlife Deparfment

Priricipal
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Certificate from Intern Organization

This is to certify that .. Nty ... (Name of the intern) Reg.
(] —‘t'DZ*(? )
[ of G_"D‘CEL\(‘EM.). Name of the College) underwent internship

R >k b o (AR (Name of the Intern Organization) from.\8]%.123..

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

?C’Od _— a_tisfact{y/ Not Satisfactory).

Authorized ai%wwwm&al

Bhamini (M) Sklm (Dt}
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CHAPTER 1: EXECUTIVE SUMMARY

The internship report shall haue 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.

T ® U0 W

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.

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

. 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 - detqils 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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ACTIVITY LOG FOR THE FIRST WEEK
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WEEKLY REPORT

WEEK
Wcﬂve of the Activity Done:

pDetailed Report:
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ACTIVITY LOG FOR THE

SECOND WEEK
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WEEKLY REPORT

WEEK - 2 (From Dt.2.6/2.)23... to Dt.2:)2)22....)
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.3|4|22... to Dt.9].9.2:2...)
‘Objective of the Activity Done:

petailed Report:

e

T Thia e b U Jflrﬂg Cﬂiﬁc&?ﬂﬂpﬂl Mf}"

S fc,;_' U:é Sucle ot ‘Lécc:c n,ccngz( WAVESVN ﬂ-ru_-:] _Emj (omm poulC {-:?é]_‘:

=0V !\{'“! - "“*?’E"‘ﬂ (Ad tf'am Das CC[.JQ abron e./a: u{‘;’
(dre ks
| Sl owe  olap  gbgerloed  oibout  Anc

Sct00( En\Wonmnead 2hodead s G:ﬁc‘{—?rmrnm& and

£ holee  Cllgn Patecopfed LSt e v\ o0sne
= L3 — J 7 4

_&i\Lcuaﬂ_gﬂg “+~ted 10 Seae Mo €0 e

e, Ghodendls oo _Larocheeu  wiid
ht"fpﬁ;\‘fr\-l.&—t'f)a Bty 00 ‘ﬁd:&e.
0 J v

_p- ngL’r&w

- Head Master

A= O Tl )t ey =
LU ™ T v 5w g e

Bhamini (M) Skimi (i,

G Scanned with OKEN Scanner



ACTIVITY LOG FOR THE

FOURTH WEEK

D:Y BRIEF DESCRIPTION OF THE DAILY LEARNING OUTCOME Person
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WEEKLY REPORT
WEEK -4 (From Dt..l0||23.. to Dt..)3|%22...)
robjective of the Activity Done:

o lmm 1o_bagpy 0 teach Sudo s
AU e il e 2ol v s
ol o Ul o Al shdady one shudyi o
j_ﬁ.;‘teox&m wn Po  Selonl oy Teupli VAR, dtﬁgqll 7
bl —sugelfl it ol o Aunlnd ool e

10 Shduh 1O baslh
g

Detailed Report:

I

Al ‘hdm, wod vt Seloded R 0.
aelod  vody =~ poodu BM Ao oo scllool doSent  hapa e
Mmm Po Wodley wonl G vy qeed. dnd 404
0% [uﬂ« widaderdy ‘J(euz Sclos o oJ«G U{}%on‘m’ wi e
ﬂﬂmm Sosliti oo 420 schonl oy o beod  add
ud o laedus B wek obe B 0 ol e
L Sl ittt t}Qm| KuJ\\%ﬂnvx

G Scanned with OKEN Scanner



ACTIVITY LoG FOR THE FIFTH WEEK

]

DAY BRIEF DESCRIPTION OF THE DAILY LEARNING OUTCOME Person
&
ACTIVITY In-charge,
DATE Signature
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WEEKLY REPORT
WEEK - 5 (From Dt.\2|2.23.. to Dt.25.|3]2.2..)
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CHAPTER 5: OUTCOMES DESCRIPTION

pescribe the work environment you have experienced (in terms of people
interactions, facilities available and maintenance, clarity of job roles, protocols,
.uanmu:wmm, processes, discipline, time management, harmonious relationships,

monﬂ.nmuna.a? mutual support and teamwork, motivation, space and ventilation, etc.)
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related skills and hands on experience)

escribe the real time technical skills you have acquired (in terms of the job-
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; ou could i
pescribe how y . 1MPprove your communication skills (in ¢
] ‘cati . erms o
Wrouement in oral communication, written communication conversational g
= wonal abilities
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pescﬂbe the technological developments you have observeqd
=

cubject area of training (focus on digital technologies relevant ¢
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Evaluation by the Supervisor of the Intern o

T€anisatj
msmtion No: DOm0 W\ 84y ¢ e on
’ Ot

studb‘ﬂ‘N —
ot nernship: Fom  18\812% To tof|2z2

i

e of Evaluation:

organization Name& Address: P ? P sSclewy. wr Ho made,

ame & Address of the Supervisor
\r:ﬁh Mobile Number:

mstudent's performance in the following areas:
: : —~m |
please note that your evaluation shall be done independent of the Sk l
pating Scale: 1is lowest and 5 is highest rank
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