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CHAPTER 1: EXECUTIVE SUMMARY

The internship report shall have a brief 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

o

. Introduction of the Organization ,
. Vision, Mission, and Values of the Organization

A
B
.
D
E
F

Policy of the Organization, in relation to 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 - details of working conditions, weekly work schedule, equipnient 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 9..:.:.........39 ................ )
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ACTIVITY LOG FOR THE SECOND WEEK
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WEEKLY REPORT
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ACTIVITY LOG FOR THE THIRD WEEK
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ACTIVITY LOG FOR THE FORTH WEEK
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ACTIVITY LOG FOR THE FIFTH WEEK
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ACTIVITY Log FOR THE SIXTH WEEK
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CHAPTER 5: OUTCOMES DESCRIPTION

Describe the work environment you have experienced (i ferms of people interactions,
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Describe the manageria] skills you haye . ; ) ]
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Describe how you could impro
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scribe how could you could enhance your abilities in group discussions, participation
m..ﬂwmu._u» contribution as a team member, leading a teamy/activity.
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escribe the technological developments you have observed ang relevant to the
HE ect area of training (focus on digital technologies relevant to your job role)
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Student Self Evaluation of the Short-Term Internship

;m pouaio: poFga PG ad
Term of Internship: :&ﬁ?mﬂosu _m\z\usr To: 1o/t \ 27

Date of Evaluation: Fhade) ¢ Glvege industy 90 ﬁ.«qmu

Registration No: 2012 coiocgh ) 3

Organization Name & Address: gy, P52 o] WL? o J v,” Nn L«EL Iy

Please rate your performance in the following areas:

Rating Scale:
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Oral communication

Written communication
Proactiveness

Interaction ability with community
Positive Attitude

Self-confidence

Ability to learn

Work Plan and organization
Professionalism

Creativity

Quality of work done |

Time Management

Understanding the Community
Achievement of Desired Outcomes
OVERALL PERFORMANCE
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Signature of the Student

Evaluation by the Supervisor of the Intern Organization
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tudent Name: poua it

Name & Address of the Supervisor Do
with Mobile Number
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Please rate the student’s performance in the following areas:

Please note that your evaluation shall be done independent of the Student’s self-

evaluation
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Rating Scale: 1 is lowest and 5 is highest rank
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Date:

Oral communication

Written communication
Proactiveness

Interaction ability with community
Positive Attitude

Self-confidence

Ability to learn

Work Plan and organization
Professionalism

Creativity

Quality of work done

Time Management

Understanding the Community
Achievement of Desired Outcomes
OVERALL PERFORMANCE
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PHOTOS & VIDEO LINKS
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