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[ Instructions to Studentsj

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 intemnship 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 maintin 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 people 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.

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

If your College has a prescribed dress as uniform, wear the uniform dailv, as

you attend to your assigned duties.

2. You will be assigned a Faculty Guide fram your College. He/She will be
creating @ WhatsApp group with your fellow interns. Post vaur datly activity
done andfor any difficulty you encounter during the internship.

10. Identify five or mere leaming objectives in consultation with vour Faculty
Guide. These learning objectives can address:

a. Data and Information you are expected to collecl about the
organization and/or industry.

b. Job Skills you are expected to acquire

c. Development of professional competencies that lerd to Future career
SUCORSS,

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 ubilizing 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.

2
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13 Never be hesitant to ask questions to make sure you fully understand what
you need to do your work and to contribule to the organization

14, Be n:-gulnr in filling up your Program Baok. It shall be filled P 1 vour own
handwriting, Add additional sheets wherever necessary.

15. At the end of internship, vou shall be evaluated by your Supervisor of the
ntern organtzation,

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

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

18. Ensure that you do not cause anv disturbance to the regular activities of the
mtern organization.

19. Be cordial but not too intimate with the employees of the intern orgamzation
and vour fellow interna.

20. You should understand that during the internship programme, vou are the
ambassador of your College, and your behavior during the internship
programme is of utmest importance.

21. If you are involved in any discipline related issues, vou 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 vour College.
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Student’s Declaration

m inkern
I—A—‘&#ﬂmﬂiﬂﬂ.ﬂi—a student of 5’:0” ferm in}

Ha)e
Program, Reg. No. 2220010 F000| of the Department OT_M}_&PMJM‘ 4be,

MEN
College do hereby declare that I have completed the mandatory internship '

from 2 hl‘l‘l T - m_}l‘Jﬂ"lI"—? in @i"{#" Z}imc’:&m&i Name of

mntern  organization) under the Faculty Guideship  of
&B"’_J.? Evishne. (Name of the Faculty Guide), Department of

_Lommence : JAPM e

(Name of the College)

{Signature anid Do)

R-W.
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Official Certification
This is to certify that _ A1V PAKA . VYICUNTARALD — tNawe o

the stiudent) Reg. No. 20320010 F 0001 has completed his/her Internship in

(Name of Hie Inetern Organizabion) on

Shad ~tern dateinS@  rine of e

i
4

Diternsiup)  under my
supervisinn as a part of partial fulfillment of hu- requirement for the

of _(emmey(e and NWE}MF{T the Department  of

m (MEMJ Sk‘J—M (Name of the Callege).

This is accepted for evaluation,

{ -b\”‘“"’ﬁ
\ ¢ OFFICER

\
{Sitrna J'Eﬂ” ‘cﬁ‘hﬂ ;’P jﬁﬂ.}#ﬁcfd }

Endorsements

~/

L;_:_

-._,____.

g

Page No:



Certificate from Intern Organization

This is to certify that ANAPAKA. WRUL\H &'RHD (Namie of Hie inkern)
Reg. No2 2001030001 of GIPC(MEN) Shlhy  (Nuwe of fhe
College) underwent internship in EZICFH' D

Intern Organization) from 2! lok]23 1o g0 loalz

(Name of the

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

g(/'h S ‘ Iﬂg lg; (&'lﬁsreitur}' / Not Satisfactory).

—
o

e OFFICER
.eq— R;Lu-.
Fc‘:,n-r”ﬁf’ﬂ*”a“
Autharized Signdtori with Date and Seal
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CHAPTER 2: OVERVIEW OF THE ORGANIZATION
Suggestive contents

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

Policy of the Organmization, in relation to the intern role
- Organizational Structure

Roles and responsibilities of the employees in which the intern 15 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 Internsing
which shall iclude - details of working conditions, weekly wark schedule, vqmn pnent tesed,

and tasks performed. This part could end by reflecting on whal kind of skidls the intern
acquired.
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ACTIVITY LOG FOR THE FIRST WEEK
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WEEKLY REPORT
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ACTIVITY LOG FOR THE SECOND WEEK
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WEEKLY REPORT
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ACTIVITY LOG FOR THE FORTH WIEK
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WEEKLY REPORT
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ACTIVITY LOG FOR THE FIFTH WEEK
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WEEKLY REPORT ’ l
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CHAPTER 5 OUTCOMES DESCRIPTION

Describe the work environment you have experienced (in terms of people interactions,
poilities aoailable and maintenance, clarity of job roles, profacols, procedures, processes,
descipling, hme management, harmonious relationships, socialization, matial support and
sanrivork, motivation, space and ventilation, efc)
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Describe how you could improve your communication skills (in fernis of
improvement in oral commumnication, written communication, conversational abilities,

ﬂ,.urrﬁdi‘.'ﬂtf levels while mmmunlmﬁng, muiﬂy management, Hndsmlﬂndi‘ng uf!ur!, Eﬂﬁﬂs
understood by ofhers, extempore specch, ability to articulate the key points, closing the
conmersition, maintairing niceties and protocols, greeting, thanking and appreciating ofh
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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 lechnological developments vou have abserved and relevant to the
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Stndent \';‘H' Fraluation :?'_,f the Shart-Term hrh'rnd}j'{r

| Term of Internship: From: 2| h? {3 To: L) } B [~3

| Date of Fvaluation:

Organ

Please rate your performance in the following areas:

- Rating Scale: Letter grade of CGPA calculation to be provided

“Oral communication 1 2 3 4 5
Writter communication | 2 3 4 -
T roactivencss 1 2 3 4~ 35
Interachon ability with community 1 2 3 4 57
Positive Attitude ;::-'-":. ’ Sk o L) 3 4 525
Selt-contidence - ) 2 J 4 5~
. ._ﬂi’r} ta [earn i § 2 3 o 5
Wur.'r». Flan and 1::-1}, metu:rn - | 2 3 47 5
o 12 3 4~ S&
P v G s .«
Ttmr;- Management 3 §-" 5
3 4~ 5
SIS

4 vyhemtarso,
Signature of the Student
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| | Student Name: ﬂ DHPA KA - WRUMIH:Q”U Registration No: 211100 h.l'f'lflliﬂ )

I

|

|
ization Name & Address: F_ l':J QE ST DEPARTANE Al ‘a-ﬂ”ﬁ-{ﬁ&t h-‘r‘Tw



Coaliation by the Supervisor of the lntern Organization

Student Namv:- H Dﬁ A KA - "l‘”?‘kU]\” ARU Registration No: 2112 00107F poo].
Term of Internship: From: ! !U?‘E‘; J':' £ To: 3p hr':z.,'l 3

Date of Evaluation:

Organization Name & Address: 'FM ﬁ DE m QTM El\.n anim -
‘Name & Address of the Supervisor
with Mobile Number

Please rate the student's performance in the following areas:

Flease note that your evaluation shall be dose independent of the Student’s self-
evaluation

- Rating Scale. 1 is lowest and 5 is highest rank

T ‘ﬁ'.f'h :h- '-.- .::_I.'

Dral communication 3 sl Bk : 1 2 3 4, 5
2 Wnlten communication i 2 3 3 LV
[iaciveness NI IO ARG 3 3 47 S
4 inleradmn ability wllh eﬂrmnmul.}r 1 2 3 4 5
SR 3 47 -5
6 3 4 5*""_
8 3 4 §
w3 4NN
10 3 4 5 -
| v3 oA
12 3 4 57
3 g
14 3 4 5
I

£
il
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