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An Internship Report on
MRo offite, godkoleulom.

| (Title of the Internship)

. Submitted in accordance with the requirement for the degree of
| Bsc , MPE

i Under the Faculty Guideship of
| V- V' Rouflkunmod

| (Name of the Faculty Guide)

Department of
| Grovt - DEEWC@EL%W (men) St akulom,

(Name of the College)

| Submitted by:
D omodaso - Montlea

(Name of the Student)

Reg.No:__ 2122001052010

Department of
B.8c Cmathemalles)

(Name of the College)

| Grovernment Degotee CoEL?e Cihan)
1 met?m !
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Instrustions to Btudents

Ploase read the detalled Guldelines on Internship hosted on the website of AP

Btate Council of Higher Education https://apsche.ap.gov.in

}. 1t 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.

4. Heport 1o 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 whould 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.

4. 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 o 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:

* 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
nkills.
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13.

14,

15.

16.

17,
18.

19,

20.

21.

2.

Be aware of the communication eulture 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 regular 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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Student’s Declaration

f
L Dmcdﬂjm - Meniba a student of -?f?ﬁ”*'f? ;;f,f;ﬂ

Program, Reg. No. 2121200105 3010of the Department of _G1P¢ (Men) splm,

College do hereby declare that I have completed the mandatory internship
(MFo offier )

from IE_/L" ‘f'j 1o13to _20/09/2023in Revenwe Bemsdment (Name of

I

the intern organization) wunder the Faculty Guideship of

1/« V. Rauftumas (Name of the Faculty Guide), Department of
Malh e makits , _Ghovt - Degaee {"ﬁf_{;;}qp (Mend, Skim,
. .
(Name of the College)
D. Monila

(Signature and Date)

Paca ha-
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Official Certification

This is to certify that Damuclpra - Monika (Name of
the student) Reg, No. 212100108 3610 has completed his/her Internship in

Mmeo of fice (Name — of  the  Intern  Orgamization)  on

_ Frurnue f-#{_:-_-r_lmuf (Title  of the Internship)  under my

supervision as a part of partial fulfillment of the requirement for the
Degree ol E. e I’ﬁml’luma”r___m_} in  the Department of

Ouvd Cogpeer lg (mee),  (Name of the College).
4 ¢ Arim,

[his 1s accepted for evaluation.

(Signatory with Date and Seal)

Endorsements

Faculty Gulkm

£.Heu

Head of the Department
Lecturer in charge
Depl. of Mathamalcs
Govt. Degree College (Men)
SHIKAKU
Privcywal -
h‘h
Page No
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Certificate from Intern Organization

This is to certify that :DMG“TL"" (Name of the intern) Reg.
No2N2e0les20igs  Gipe fon Men Name of the College) underwent internship
in Revenue Depxbmenk (Name of the Intern Organization) t'ruma?f@[:‘:ﬂ:"
to..20/09/2023

The overall performance of the intern during his/her internship is found to be
SuHS Ui s ... (Satisfactory/Not Satisfactory).
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CHAPTER 1: EXECUTIVE SUMMARY

The internship report shall have 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.

“The dntesinship Piwﬁ&mmm afrs to r)jwuf'cfe
oSt students the t}Ppuml‘unffy to consolidale f‘ﬁmp;ﬁh
Psmd‘ftﬂj ET-(Je)Je.nc,e.

d hod dere T”&ﬂﬂihfp in Revenue Pept
faem 12/o2[0022 to 20/09/2023 . Ln thit pyganisation
I hod wostKed wunden Honouxakle Tohsildax g
Oh W Guﬁhufm D-P "II:"I"‘LE Jﬂw‘(ﬂ Pﬂ}{fﬂd S__ h_a_d wm[{f&

d
g,mi leasened  n des ma.n.(y PEEPLE'JS (?ufc&lhc,e Qa
Hein o luolole tlne . T had leasined ma.nﬁ fﬁfh?s.
The ‘PDLLDL‘-‘?”ﬁ 'H’Lf?\gﬁ WP”‘L&& ko me T fhese
4o monkhs  posded .
s b had 8gf£h£c} Vaduakle coonk & pesdence
—> I had 8a.fned Confidence fotorn the @9‘8011?-20}:?5'1.
—> Jdam able to &D&PLDM vyt Cageee o r:cd:h
____) EH mog.(fﬁ{ﬂy ?ﬂ ..Hq?s onFCI.‘?(LM/E/ﬂ: ,-n_?{ ar-t.LU Cuede
developed ond seefined.
I%‘d +ils i—nl—cjmshff) i a& A OPF’M{?
+o Convesck 'mﬁ (ecsined skEUs Tnto powackical sksls,

Scanned with CamScanner


https://v3.camscanner.com/user/download

CHAPTER 2: OVERVIEW OF THE ORGANIZATION
Suggestive contents
A. Intreduction of the Organization
B. 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

T m oo

and market value.

G. Future Plans of the Organization.
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CHAPTER 3: INTERNSHIP PART

Descrption o/ the Activities/Responsibilities in the Intern Organization during
Intemship, which shall include - details of working conditions, weekly work schedule,
equipment used. and tasks performed. This part could end by reflecting on what kind

of skills the interm acquired.
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ACTIVITY LOG FOR THE FIRST WEEK

manf:?g n guw material

ol Pmkuwdmla_sa.

DAY | BRIEF DESCRIPTION OF THE DAILY | LEARNING OUTCOME | Person
& ACTIVITY In-charge
DATE Signature
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Day - | Conventional - Boundl Stores See -the (ord
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] hﬁd Lﬂl}wd :c;llr;nul H/LP o fﬂdﬂ} umu#c\' _ |
Day - ii’;vﬂnL{ﬁfam %ﬂh 5 On gk i [E,
® and fsuom sumbols. -
Jwe.ﬁaﬁr. U i)
I hod leasned abouk 5 fasacd few |
Day - .SLGtV&?_ numben £ (easned fo wer nie 7%
3 ol Ps Dowaft and |
Register L6m Qamu sfor |
T had leasned how to T lPasened akout )(«
Day-| mod nfstakes in e psi‘*-fm'c' nodule |
* | podnk mudule from Ramu | G POLR Gy Lagin, |
A & Nawya madam. J|
|
Day - CMSS-chfck_fﬂ %n DLR f-( 'HJ ?C{EI'LH .N\ |
o podak module fotom Ramu | +he commekions |
S & nga Ao !
Day - mwg,%,f,b? os309¢8 ond e enrowss in |
6 “+he DLR Book |
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WEEKLY REPORT
WEEK - 1 (From Dt.......cccuviee. B0 Dhsisssiisiioannss )
Objective of the Activity Done:
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i
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1
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}anutnk?nhai f}fm«bﬂ’s and 4he MIEMMQI:S_._.LM—
i Jetenned W and undencband 16 . In addibion ik Ae

!WMM&M&%M
pukt MWe Dire and (e Lﬂ&jn‘[ ep.!ﬂ(.u PWM

_F)ﬂmruVﬁLﬁéﬂ- VRO Rarpown <Sfo o ‘1"} (s ord h]a,%cf_»_

maadasnds  asdotunce 1 had (earoed ow—fo L%LLD__

e POLRE B I n —hese (word< , week Fawfs{ga__
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ACTIVITY LOG FOR THE SECOND WEEK

DAY |
BRIEF DESCRIPTION OF THE DAILy | LEARNING OUTCOME | Person
In-charge
DATE [ MILIVITY ' Signature
! i
!
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WEEKLY REPORT
WEEK =~ 2 (From Dt.....coouvrninns 20 Pliicssiiisianiaiis )

Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THME THIRD WEREK

. DAY

DATE

e A ¢ - e emer me, e

| BRIEF DESCRIPTION OF THE DAILY
ACTIVITY

-y

LEARNING OUTCOME

Day -
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WEEKLY REPORT
WEEK - 3 lFIﬂm Dt-m.....mm- - B ¢ | T—— I
Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE FOURTH WEEK

| LEARNING OUTCOME | Person
i : BRIEF DESCRIPTION OF THE DAILY o T
DATE l ACTIVITY Signature
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WEEKLY REPORT
WEEK - 4 (From Dti.nn o £0 Dbusisininniiiiind)
Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE FIFTH WEEK

| DAY RIEF DESCRIPTION OF THE DAILY LEARNING OUTCOME | Peraon
| & | ACTIVITY In-charge
| DATE | Slgnature
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| —1
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WEEKLY REPORT
WEEK = 5 (From Dtusnenin t0 Dhisisicisssisinain )

[Objective of the Activity Done:

—

Detailed Report:
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H,ezmécn Hhe neww wvotex Gd “caxds éﬁc_&u&%‘___:
cS'fucIenEx en the colt of owrt especke

%E{Hﬂdﬂ Collecton Sy,

Scanned with CamScanner


https://v3.camscanner.com/user/download

CHAPTER 8: OUTCOMES DESCRIPTION

perienced (in (erms of people

Deseribe the work environment you have ex
protocols,

and maintenance, clarity of job roles,

interactions, facilities available
harmonious relationships,

procedures, processes, discipline, time management,
rk, motivation, space and ventilation, etc.]
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Describe the real time techinioul skills you have aoquirad (in terma of the jub
retamd‘ ukmn nnn‘ hﬂndﬂ o «xpmanmj
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Describe the managerial skills you have acquired (in terms of planning, leadership,
team work, behaviour, workmanship, productive use of time, weekly improverment in

competencies, goal setting, decision making, performance analysis, elc.
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Describe how you could improve your communication skills (in terms of

improvement in oral communication, written communication, conversational abilities,

confidence levels while communicating, anxiety management, understanding others,

getting understood by others, extempore speech, ability to articulate the key points,
closing the conversation, maintaining niceties and protocols, greeting, thanking and

appreciating others, etc.,)
Befpre T u%fn in
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Deseribe 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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Deseribe 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

I = il ¥ : L o
Student Name: & Registration No: 'Dﬂmod‘m «Moni'ta , 2122001053010
Term of Intermahip: Fron ?[N’d 3ef1[2023
Date of Evaluation:
Organization Name& Addiess: Tahsildan offite | sotibakulam

Name & Address of te Supenvised . Aowun Eumar |, pro of fice

Please rate vour performance in the following sreas:

Rating Seale: Letter grade of CGPA caleulation to be provided

- Oraloaumalcatiga - SO O S 3 G W &
2} Written communication | 1 i 4 “/
3) [Initiative i TN T 28 R T &7
4) Interaction with stafl | 2 3 A e
§) Auitude B 2 7 e . - oo oLt st R UL L
6) Dependability 1 1 3 4 &
N Abilitywlearn ~ s e SR
) Planning and organization | 2 3 4 5
9) Professionuiism . oS OEDENERRERGEMRERE S 20 SR H . W
10) Creativity 1 2 3 4 U
1) Qualifyaf work - CrRerTEmEORIIRTERE R0l . W4 ¢
12) Produetivity 1 2 3 4 U
13) Progressof learnlng =TI IEINEEIEETTE 2. 3 4 &7
14) Adaptability to organization's culture/policies i 2 3 4 &

1

T puniko
Slgnature of the Student
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Evaluation by the SBupervisor of the Intern Organisation

Student Name & Regntration No' Damedasa « SarkMond) o
Term of Internship I-rm:ﬂ? ," 1oy 1y sefafiers

Date of Evaluation 9

Orgamzation Name& Addresss MUED a*f 4i'ee F Lo b alk ulans

Name & Address of the Supeniser |« Agwipnleurnad, e of e
with Mobile Numbaer ARELL AACUDO

Please rate the student’s performance In the following ureas:

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

Rating Scale: 1 is lowest and 5 s highest rank

D, Orskcommunicaiion SONE D SEEVESNENINISNMNIPRIS | L2EANART 47 &
3) Written communication T
3) Initiative M SRR O 21 T3d. L4 F
4)  Interaction with staff T
$) Attitude : RN e SR GRRRT [ 4
6) Dependability 1 2 3 W S
D Abliiy 6 learn S IF TS EEErS( W  I A
8) Planning and organization 1 2 3 4 (Lo
9) Professionulism TSRS R W 8
10) Creativity 1 2 3 "I 4
1)/ Quialifyaf work RO IR PRI W W
12) Productivity 1 2 3 4 &
13), Progress.of learning ~C 20 USRI U T s
14) Adaptability to organizatiun’s culture/policies 1 2 3 4 &
15) OVERALL PERFORMANCE (iAo 2 3 4 o

i
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EVALUATION
hls Cualuoklon fasan B fo be Conpleked By The
—S‘-Lppﬁ.lfﬁmi o-E +re end ol +he  semested The F,gf.f:oje of-
Hrese Evaluation & bo acets to overad ffe&ﬁ?tmﬂnr.t
OF the Calern patk and fo podde gatdsne f The
“hieren teems  pof- {'mffﬂ{'f}qff and .:,Dwkpfau: geead In€S.
The dntexn's Evalalfon ghoald {he¥s om € cp
LI conpany , how valuabte { i mﬂ@;fgﬁ
fouch on eow P9m gess 9 the s an-
b"iﬁ‘fﬁ“ﬁ; aFPﬂbnaJtcifng ek, , o5 cell as mentorship
and Hdine w9k {hcﬁ LLe m_j;‘anpg_

Page No:
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Internal Evaluation for Short Term Internship
(On-site/Virtual)

Objectives:
o Tointegrate theory and practice.
o To learn to appreciate work and its function towards the future.
e Todevelop work habits and attitudes necessary for job success.

+ To develop communication, interpersonal and other critical skills in the

future job,
To acquire additional skills required for the world of work.

Assessment Model:

» There shall only be internal evaluation.

« The Faculty Guide assigned is in-charge of the learning
students and for the comprehensive and continuous ass
students.

e The assessment is to be conducted for 100 marks.

The number of credits assigned is 4. Later the marks shall be converted into
grades and grade points to include finally in the SGPA and CGPA.

activities of the
essment of the

e The weightings shall be:

o Activity Log 25 marks
o Internship Evaluation 50marks
o Oral Presentation 25 marks

e Activity Log is the record of the day-to-day activities. The Activity Log is
assessed on an individual basis, thus allowing for individual members within
groups to be assessed this way. The assessment will take into consideration

the individual student’s involvement in the assigned work.

While evaluating the studenl's Activity Log, the following shall be
considered -

a. The individual student’s effort and commitment.

b. The originality and quality of the work produced by the individual

student.
¢. The student’s integration and co-operation with the work assigned.

d. The completeness of the Activity Log.

o The Internship Evaluation shall include the following components and based
on Weekly Reports and Outcomes Description

a. Description of the Work Environment.

Page No:
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Real Time Technical Skills acquired.
Managerial Skills acquired.
Improvement of Communication Skills.
Team Dynamics

Technological Developments recorded.
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MARKS STATEMENT
(To be used by the Examiners)
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INTERNAL ASSESSMENT STATEMENT

Name Of the Student: 'Dc,.hmdt:}ﬂ . M«DH:'F-DL

me of Study: M RO office fewrenue Dept

Program
Yearof Study: 3013

Group: B-5C LmPE)

Register No/H.T. No: o |2.2.00(05 320 10

# e college , Men (selm)

Name of the College: (yjovesuments
MR.B-R. Ambedban LJf*ive:ﬁxF(a ,

University:
SI.No Evaluation Criterion Maximum Marks
Marks Awarded
1. Activity Log 25
2 Internship Evaluation 50
: 3 Oral Presentation 25
GRAND TOTAL 100

Signature of the Faculty Guide

Dﬂil’:

Certified by
Date: Signature of the Head of the Department/Principal
Seal:

Page No:
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ANDHRA PRADESH
STATE COUNCIL OF HIGHER EDUCATION

(A Statuory Body of the Government of Andhra Pradesh)

2nel, 3rd, 4th and 5th Moors, Neeladri 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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