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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 httpsy//apsche.ap.gov.in

L

10.

al.

o R

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 for transportation to reach the
organization.
You should maintain punctuality in attending the internship. Daily attendance
is compulsory.
You are expected to learmn 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.

While you are attending the internship, follow the rules and regulations of the
intern organization.

While in the intemn organization, always wear your College Identity Card.
If your College has a prescribed dress as uniform, wear the untform daily, as
you attend to your assigned dutics.
You will be assigned a Faculty Guide from your College. He/She will be
creating a WhatsApp group with your feliow interns. Post vour daily activity
done and/or any difficulty you encounter during the internship
ldentify five or more learning objectives in consultation with your Faculty
Guide. These learning objectives can address
a. Data and Information you are cxpected to collect about the
organization and/or industry.
b. Job Skills you are expected to acquire.
c. Development of professional competencies that lead to future career
SUCCESS.
Practice pmf.:s;sional communication skills with team members, m-mtf:m-s.
and your supervisor. This includes expressing thoughts and ideas cttcx:tn.-feiy
through oral, written, and non-verbal communication, and utilizing listening
skills.
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.
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13.

14.

15

16.

Y7
18.

19.

20.

21.

22.

ver be hesite .
Never be hesitant to ask questions to make sure you fully understand what

}';011.“99;1 to dc;_}’f’m‘ work and to contribute to the organization.
e regular in filling up your Program Book. It shall be filled up in your own

handwriting. Add additiona] sheets wherever necessary.
At the end of internship,

intern organization.

The.re shall also be evaluation at the end of the internship by the Faculty
Guide and the Principal.

you shall be evaluated by your Supervisor of the

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 the 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.

P— L L@> > mmmmmmm



Student’s Declaration

LTV VAYAROOAR a student of Tadevioddaio

Program, Reg. No. 212200 lox ccpf the Department of_rnanagmedad iovt Te@iee

College do hereby declare that I have completed the mandatory internship
CA

from A\R-O0R-2023t0 2 = 222 in TP VLD c:_;-mj{%‘ (NamE e of
the intern orgamzatlon)

under the Faculty Guideship of
_&M. (Name of the Faculty Guide), Department of

Ctley

(erarnedlr e €. rn
e—toancderen (ioveSannerd dePiec (AR Crren)

(Name of the College)

(S;gnatureoi;lgd Date) %
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Official Certification

This is to certify that _CA4H . t"\%g VAT (Name of
the student) Reg. No. aﬁm\_&m has completed his/her Internship in

MM—M% (Name of  the Intern Organization) on
_ S A St *Y\'ﬁeﬂ-ﬂﬂjf (Title of the Internship) under my
supervision as a part of partial fulfillment of the requirement for the
Degree of _(onarnSSiee 9 toanodernaidn  the  Department  of
o ConenNSoadvakunagName of the Col(l—gge).

This is accepted for evaluation.

7 '." G
-»z'}‘"‘"- B\

S
2| %ﬁ e
!
1,‘« ; (Signatory w:';l’Latc nnﬂfgz;
\oam o
Endorsements

Srikakulam (k) Mandal
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Certificate from Intern Organization

This is to certify that _¢c 4yt

- AAVA RO (Name of the intern)
Reg. No QtllmnkquQCl

of D¢ Cend), ST voaruiakName of the
College) underwent internship in

m—\%ﬁmmm (Nmrw of the
Intern Organization) from g q -

2023 to -0 ?,cn_i.

The overall performance of the intern durin

g his/her internship is found to be
__Qﬂi%d‘_ﬁ;ﬂj_ (Satisfactory /Not Satisfactory).

A mha%‘v@?ﬁ'f.m:: te and Seal
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CHAPTER 1: EXECUTIVE SUMMARY
The internshli repcirt shall- have only a One-page executive summary. It shall include
five or more. earning Objectives ang 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

Su ggesﬁve contents

Introduction of the Organization

Vision, Mission, and Values of the Organization

Policy of the Organization, in relation to the intern role

o;ganizational 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,

AHBDoWwy

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,

wohich shall include - details of working conditions, weekly work schedule, equipiment 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

'/__-’-—‘_—_. '
Day Brief description of the daily Person In-
& activity Learning Outcome Charge
Date Signature
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WEEKLY REPORT

WEEK -~
1 (From Dt,.} R l.ﬂ;l%?:to Dt..Zr:':LJ.ﬂf?f.J)

Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE SECOND WEEK

B

N

Day Brief description of the daily Person In-
& activity Learning Outcome Charge
Date Signature
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WEEKLY REPORT

WEEK ~ 2 (From Dt. 2.5 lﬂ JZP to Dt.,é‘?j.ﬂ%}.}
Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE THIRD WEEK

Day Brief description of the daily Person In-
& activity Learning Outcome Charge
Date Signature
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WEEKLY REPORT

WEEK -3 (From Dt..i{.‘.’ll 22, to Dt.s’l[e‘f?f 2)

piective of the Activity Done:
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Day -1
|

Day - 2

Day -3

i

pDay
&
Date

ACTIVITY LOG FOR THE FORTH WEEK

—-—.-._—._._—_'__

Brief description of the daily
activity

Learning Outcome

Person In-
Charge
Signature
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WEEKLY REPORT
WEEK -4 (From Dt..)\.|.)/23, Dt.9[9/23

 tive of the Activity Done:
ob]

Dd—aﬂcd cho‘lt
-::;Y-\ —A weey,  «

2 bhove  daestes oy
ity Sucle 95 TISSCRAR  Sidlly |, mexd SR Sibs

W\icctﬁ < o S VI, m@ﬂctzja_n a c ie%w,,,p

: LOohe N - q
il onpSet 4o e ——
PIICEER Ve Y8

-

JE oY= \/C P Y [V ToeSfed oot —WC e ey
cauSErery Studevt-S TSR Umarc® ancd T
NG adhe indSlacde St Arero  anct Faw
PO %d Pdet dO seyve +<\hern .

~<he Studerth albs rrovwe beenr ST C TSR

' el Stste .
”\’JQS usto 35@

Page No:



ACTIVITY LOG FOR THE FIFTH WEEK

g
Day Brief description of the daily Person In-
& activity Learning Outcome Charge
Date Signature
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WEEKLY REPORT

WEEK -5 (From Dt..?!.} 32 0 Dt...?:—’.?j.?. |23
ppjeciveof the Activity Done:
Detailed Report: i
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i ent i i i
cribe the work enVlf?:;g:mchOI; h.ave experienced (in terms of people interactions,
pescr . ﬂpaﬁﬂbf" and matr » clarity of job roles, protocols, procedures, processes,

ﬁ_‘-"rf' Ii;m, time mclmagcmcnt, Jlﬁnrtor;;zﬂtfs relationships, socialization, mutual support and
,;,sn;?v & motivation, space and ventilation, etc,)
poamtter
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CHAPTER 5: OUTCOMES DESCRIPTION
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real time technical skills you have acquired (in ¢ iob-
pescnbl ﬂ:la(:rd hands on experience) 9 (in terms of the job

relat
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he managerial skills you have ac
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quired (in terms of planning, leadership,
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ve usc of time, weekly improvement in
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p——

Describe how you could ?ml?rove your commu-nic:.ltion skills (in terms of
imprﬂf’c”m” in orr.zf commmn.zmt‘zon, wrfttcn communication, conver:sationaf abilities,
confidence levels while communicating, anxicty management, understanding others, getting
understood by others, .cxfen_tporc 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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Student Self Evaluation of the Short-Term Internship

e —

Student Name: fad s 2 I8 ',l_o.&o_léurn:b'\ Registration No: 912200 | 600
— U
Term of Internship: TF From: \ @ — 9. 9022 To:

2O — O - 2023
Date of Evaluation:

Organization Name & Address: o\ U+ oot Wr’)‘tﬁ'\? - o

Please rate your performance in the following areas:

Rating Scale: Letter grade of CGPA calculation to be provided

o i e ooy

1 Oral com.mumca’aon T e e e ) 4./ ’_5‘”“#
2 Written communication i 1 2 3 4 S5/
3 Proactiveness G Bl 1 b1 3 4 S
4 Interaction ability w1th commumty 1 2 3 4 -
T “'_I.__'.."Posmve Attitade. TG 1 3 2 3 A% 5 a3
6  Self-confidence 1 2 3 4 5/
IS T
8 | Work Plan and orgamzatlon 1 2 3 4f 5
0y Professmnahsm : : 1 2 3 4 S/
| 10 Creativity 1 2 3 4 5.7
i '“Quahty of workdone At - 3 A5 o
12 Time Management 1 2 3 4 o
13 Understanding the Community 1 2 3 4 5/
14  Achievement of Desired Outcomes 1 2 3 4 5. _
15 OVERALL PERFORMANCE 1 2 3 P8 o 7
Date:

Signature of the Student



g —

Evaluation by the Supervisor of the Intern Organization

-...---_---—_

Smdent Name: C,ija . ._JD‘&WY&‘
Term of Internship: 4 From: \Q + 0% -2023To: LS -0 ~ 2023

Date of Evaluation:

Organization Name & Address: MO\« . O P Lenood  wis [ Pocpeton

Name & Address of the Supervisor
with Mobile Number

Registration No: &, 22 0\STOR

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

Rating Scale: 1 is lowest and 5 is highest rank
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S | :‘”Pos:ltlve Attitude
6 Self-confidence
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12 Time Management
1354 Understandmg the Commumty
14  Achievement of Desired Outcomes
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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, Necladri Towers, Sri Ram Nagar, 6th Battalion Road

Atmakur (V)Mangalagiri (M), Guntur, Andhra Pradesh, Pin - 522 503
www.apsche.ap.gov.in
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