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Inutruotions to Bludents
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1. Tt is mandatory for all the students (o complete 2 months (180 Hours) of short-

term internship either physically or virtunlly.

2 " .
Every student should identify the orpgnnization for internship in consultation

s

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 your Faculty

Guide. These learning objectives can address:
e Data and Information you are expected to colleet about the organization

and/or industry.

« Job Skills you are expecled 1o aceuire,
| competencies that lead to future career success.

¢ Development of professiona
aleilln with team members, co-interns and

ideas efl ectively

listening

11. Practice professional communication
includen expressing thoughts and

your supervisor. This
communieation, and utilizing

through oral, written, and non-verbnl

skills.



12. Be awarce of the co teati e 1
nmunieation culture in your work environment. Follow up

a i : ; :
nd communicate regularly with your supervisor to provide updates on your

progress with work assignments.
! B : ) .
13. Never be hesitant to ask questions to malke 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.
Do not meddle with the instruments/equipment you work with.

17.
Ensure that you do not cause any disturbance to the regular activities of the

18.

intern organization.
Be cordial but not too intimate with the employees of the intern organization

19.

and your fellow interns.
You should understand that during internship programme, you are the

20.
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.
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Student's Declaration

LP:Swalfu...a student ofShotl ltRrogram, Reg. No. Q1AA0I06HHR0r the
Department of GapVI[* DtﬂIEC.fLﬂ.UPf{B College do hereby declare that 1 have

completed the mandatory internship fmmBJ.gj.:th BDJ.Q.LQS!.in .Zi'lm..p)::i'&‘}:cxd

(Name of the intern organization) under the Faculty Guideship

of R~Ch?nrﬁ_gg'{}:€ame of the Faculty Guide), Department of....Commexe. e
..... &'IJ'CFGIJ"IED (Name of the College)

P. Swathl

(Signature and Date)
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Certificate from Intern Organization

2 ,° .
This is to certify that PﬂJdl;?LUU.Tﬂl (Name of the intern) Reg.
NoalRR0010h70%3 of .510“‘F.Dl{'jl’tc..[dfej: Na:mr?éﬂof the College) underwent internship

in ..SHFHQHHJGD:L..OBS..- (Name of the Intern Organization) fmmJEJMQUEB
to .30.409./20R3..

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

. Sﬂ.ﬂs&dﬁi&j (Satisfactory/Not Satisfactory).
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CHAFTER 1: EXECUTIVE SUMMARY
The intermship repert shall have only a one-page executive swmmary, It shall include
five or more Learning Objectives and Outcomes achieved, a brief description of the
sector of business and intern organzation and summary of all the activitics done by
the intern dunng 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.

mmoO0W

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

G. Future Plans of the Organization.
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ACTIVITY LOG FOR THE FIRST WEEK
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WEEKLY REPORT
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‘Detailed Report: -
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ACTIVITY LOG FOR THE SECOND WEEK
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WEEKLY REPORT
WEEK - 3 (From pt. [ 9/93.. to pe 99 J23...)

Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE FOURTH WEEK

——————

B =1
DAY
., BRIEF DESCRIPTION OF THE DAILY | “EARNING OUTCOME | Person
- ACTIVITY In-charge
PATE , Signature
o
To commenicate
¢c_Jo o

Day - Tele  cemmunteation , ailf; ; (P%

1 Highen ctuJFmTifj

To Communicate

Day - TEJE Commeni Ea,huﬂh ot 4 173@”
F'ﬁgl}m mf?ncmﬂj

To (ermmunicate
Day -

3 Tele  cormmont cobion with (pﬂﬁu*
H%hm auf%nv?lg

To commonicate
D - o )
n.:r Tele  cornraunitation il 'W
H%hm ﬂi.ﬂﬂu‘f?h

To  Commonicate
Day -

5 Tele  Communtcation withy PSS
H?g hern auﬁnﬁg

To Commoni cafe _
> Tele  communt Cation w1 ] *{ﬂw
1‘IT3 hen CLEL‘HGYI% :




WEEKLY —REPORT

4 lPtant[]I{ 1619 (43
ahjqctlvq of the Actlvny Dnng = [r.{ to Dt,....:l._.l.]ff_.;._.‘[__m - \

WEEK -

n tuﬂed Report:

e - B _-_._-_...._-_.,,_1

-—‘)
=2 _To. pmp&rr_ P"mumt‘_] ko oo Soddall J cx,muncd
_F___Lmumh‘_f__ _Qnhd __Cbm{lthnL SRR

L => The du’m{)—ﬂmﬂu dt/i_ammg,_[hc_lm 0, L__A
_apply e SHIS aequiid
| =) b ll'}ﬁfi?ain"’z o f Sox ?J Lljg“fkj r‘gunrr“lhu !'F(ﬂfhﬂlr_ _L

?-,r‘fpr,{r- J A
,_—f fm- \llﬂ}t’ e nm:f,.. of CbﬂHlnn He tmhe‘r{?r_
| o d:wlrp_ix,iﬁ e, mhnlq aind nm{b lﬁh{ild

r:) The IhqurDJC h’t’ﬁf’mf}a t“fl”’wl(‘ mﬂnﬂinmlh -

ﬂrur‘l OJrL)"irn{‘S
= *r}w Hiqgr‘mlhnh" |dm]‘-" ﬁjm‘{ichrrq ﬂhr'] FIDHImE‘L

g —

‘F’qjmo}) otJ(dlmhbnc’ (:.}rNH Qkanq SepnihanS Ohrl
7
r‘r.nﬁnehfe‘% — :
| —) To Lmrlmjru!&c O 1Lrhth ?L’Ll érf‘ and ilabngmmmt
U 4]

| #:’\;1% Mﬂ_ﬂj;_mums&lag’w ueS* ————




ACT
IVITY LOG For THE FIFTH WEEK
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WEEKLY REPORT
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