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( Instructions to Studentsj

Please read the detailed Guidelines on Internship hosted on the website of AP Slale
Council of Higher Education httpsy/apsche.ap.gov.in

!Jl

10.

11.

It is mandatory for all the students to complete Semester internship either in V
Semester or in VI Semesler.
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 1o rcach the
organization.
You should maintain punctuality in attending the internship. Daily attendance
is compulsory.
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.
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 daily, as
you attend to your assigned duties.
You will be assigned 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.
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.
b. Job Skills you are expected to acquire.

Development of professional compelencies that lead to future career

d.

SUCCESS.
Practice professional communication skills with tecam members, co-interns,

and your supervisor. This includes expressing thoughts and ideas effectively
through oral, written, and non-verbal communication, and utilizing 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.
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14.

15.

16.

17.
18.

19.

20.

21

2.

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

you need to do your work and to conltribule to the organization.

Be regular in filling up your Program Book. It shall be filled up in your own
handwriting. Add additional sheels wherever necessary.

Al 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 nol 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 lo keep up your family pride and prestige of your College.

<<@>>
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Student's Declaration

_k_ﬂfkﬁﬁ]h“ ~a student of _ﬂﬂM_MMM_MMHSLEP

Program, Reg, N0.202200(56208 of the Department of £B_SL) _MCAC

College do hereby declare that 1 have completed the mandatory internship

from J§-12-22 1o [8-03-23 in _Foucalion Aept  (Name of

the intern  organization) under the Faculty Guideship of

RQ, Cnoldasos (Name of the Faculty Guide), Department of

LBQC) MCAC ._émd_mgy_chdi.m_?L_:gﬂ_ma_&Tkakufam

(Name of the College)

fr £ oy Dianan

(Signature and Date)
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Official Certification

This is to certify that k. Lf)dflﬂh (Name of
the student) Reg, No.202200! €620\9 has completed his/her Internship in

Fu coninu, v Paivamy(Name of  the  Intern  Organization)  on

Floscad Gyw o Claiaa (Title of the Inlernship) under my

supervision as a part of partial fulfillment of the requirement for the
Degree of _( 2,5.0) MCAC in the Department of
G'M —&ﬂTC‘ ¢ Miquf_@mﬂ( Name of the College).

This is accepted for evaluation.

(@mrjj\&@ w3

(Signatory with Dmf and Seal )

»

Endorsements

Faculty Guide
Head of the Department

Principal
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Certificate from Intern Organization

This is to certify that kwamnm k’i’krnf% (Name of the intern)
Reg. No 2022001562019 of (Name of the
College) underwent internship in @MMMM{XN{HW of the

Intern Orgamization) from [ -12-22 to |18 ~03-23

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

_ﬁaﬁ_(;&a.cﬁ%; (Satisfactory/Nol Satisfactory).

Authorized Signatory with Date and Seal
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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

Introduction of the Organization

Vision, Mission, and Values of the Organization

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.

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

Description ;

ks f; of the Actmities/Responsibilitics n the Intern Organizalion during Internslup,
nch I ;

vy s’:f mdude - details of working conditwns, weekly work schedule, equipment used,

il performed. This part could end by reflecting on what kind of skalls tiw mtern
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ACTIVITY LOG FOR THE FIRST WEEK
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WEEKLY REPORT

WEEK -1 (From Dt.{2:0:40. to Dt. 2R3

Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE SECOND WEEK

Day . Person In-
& Brief descriplion of the daily Learning Outcome Charge
Date activity Signature
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WIEEKLY RIPORT
WEEK - 2 (From DL L2 0 D2 Nt

Objective of the Activily Done:

bctmed Report:

e S _—

n wonday fendh (o 2nd s gomaSludentl oan/l. Jory -
2 dadenlsane pol coed “n ol _eql /“J."‘lu.;’.'(lfﬂs

qst fronyn and nexk Oa.lma llo_fou Lm_tw.ﬂdﬂ-ljmjlﬂf-hr
Hoond  clost & milte sumy o lase i ednedosy
Leath Y levog sobjecly i5 C:VS Al_studanlf
a %ancl veguense A blen_somm In-:uﬂd/ 0 R
ONe oo Colkg [tko clim) dn Ahrusdoy..

Feach e fuson in W' olag:
I blidoey 100 dbo sumg i T clog AN Sladenis
o coolo done. Jn sabuvday manihj; cand ol
ho  Acwr@smenl and corvechen {he 020y, 'mkgfﬂ
narky 71 gad

Jam, Jeavbon Al el T conleer] ths
cosareg end Jearh Tro losaeny . Conduc) o Asaeis arn)

aml 4n Pm,geﬂ-hmo I Mg Al c‘]ur)m);l ang  Devokiey)

and_schel pladm@ ete  Cumeder, stodenl®  ana

Jonoan ane ¢nmd G-k bl and poem

In Ui sehoo) ~tenclin 1S Jay 'im,lmr)’mmi nlaﬂ _
n q{m{?P)t/l ﬂ_nnu,_;jl (J('CLLmeh lrmd GIJHQ i 4q
J\md«m‘

Page No



ACTIVITY LOG FOR THE THIRD WEEK

Person In-
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CHAPTER 5: OUTCOMES DESCRIPTION \ =

Describe the work environment you have experienced (o1 terms of people interactions,
facilities available and mamtenance, clanity of job roles, protocols, p rocedures, processes,
disaplme, tome management, harmomous relatonslups, soaalization, mutual supporl and
teannwork. motwation, space and ventilation, elc.)
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Describe how you could Improve your communication skills (in lerms of
mmprovement i oral  communication, wrilles  communication, conversational abililies,
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Student Self Evaluation of the Short-Term Internship

Student Name: )¢, Lekitin

Term of Internship: ! "™MewFrom: (8. (2 -22 To: [§-03d-23

Date of Evaluation:

Registration No: 2822000562

Organization Name & Address: w dcwanoe whdro ‘Nanddge . * Qwe.g

Please rate your performance in the following areas:

Rating Scale:

1  Oral communication

2 Written communication

3  Proactiveness

4 Interaction ability with community
5  Positive Attitude

6  Self-confidence

7  Ability lo learn

8  Work Plan and organization

9  Professionalism

10 Creativity

11 Quality of work done

12 Time Management
13 Understanding the Community

14  Achievement of Desired Outcomes
15 OVERALL PERFORMANCE
Date:

Pk e et e e e et e el e el el e e

3= I o T O U G T o R OO T o B o B o RN o Y - T S o R o

Letter grade of CGPA calculation to be provided

3 4
3 4
3 4
3 4
3 4
3 4
3 4
3 4
3 4
3 4
3 4
3 4
3 4
3 4
3 4
e ol WL

Signature of the Student

Evaluation by the Supervisor of the Intern Organization
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Student Name: K. Lk MGy Registration No: 202200 LTd
Term of Internship: ‘4 bencsFrom: [g- 1223 To: 1€-0% 23
Date of Fvaluation:

dr '\_If\\rnn,Ll.‘\‘l Cw ('hlh nAL Cufitma \ Vourae A g

Organization Name & Address: o s o byumb e o

Name & Address of the Supervisor M. Bt

with Mobile Number  ~( 11 o g \ 3

Please rate the student’s performance in the following arcas:

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

Rating Scale 1 is lowest and 5 is highest rank

1  Oral communication 1 2 3 4 5
2 Wntten communication ] 2 3 4 5
3  Proactiveness 1 2 3 B 5
4 Interaction ability with community 1 2 3 4 5
S5 Positive Attitude ] 2 3 4 <]
6  Selt<onfidence 1 2 3 4 5
7  Ability to learn 1 2 3 4 5
8  Work Plan and organization | 2 3 4 5
9  Professionalism | 2 3 - 5
10 Creativity | 2 3 4 5
11 Quality of work done 1 2 3 4 5
12 Time Management 1 2 3 4 5
13 Understanding the Community 1 2 3 4 3
14 Achievement of Desired Outcomes | 2 3 4 S
15 OVERALL PERFORMANCE 1 2 3 4 S
— AL
Date: Signalure of the Supervisor
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iternal & 1oderonal Vv luation for Hemeater Internship
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Fovavcauire eaployment contacts beadingg directly 1o n full-tme Jab following,
praduntion from colloye

Assossment Model;

Fhere sl bo both interial evalutlon and externnl evaluation
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Fhe amnennmont In 10 be candi bl for 200 marks. Internal valuation for 50
marks and Vdernal Pvaluation for 150 marks

e nomber of cooditg anslpned 15 12 Later the marks shall be converted ino

prades and geade polnts (o bnelude fnally In tha SGPA and CGPA,
The walghtings for Tinternal Svaluation shall Dhes

o ACtivity Laog, 10 marks

O Internship Fvaluation 30 marks

o Oral Presentatlon 1) marksy

The welghtings for Uxternal Pvaluation thall be;

o Inteenship Fyaluntion 100 marks

6t Viva-Vace 50 marks

The Pxternal Vvaluation shall b conducted by an 1
comprising of the Principal, Vag ulty Gunde,

Fxpert nominated by (he al (il ing, Univ
shall also conalder 1

Organization

viluation Committee

Intemal Expert and xlernal
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the individual student’s involvement in the assigned work.

While evaluating the student'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.

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

a. Description of the Work Environment.

b. Real Time Technical Skills acquired.
Manag,erial Skills acquired.

d. Improvement of Communication Skills.

¢. Team Dynamics

f. Technological Developments recorded.
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MARKS STATEMENT
(To be used by the Examiners)
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INTHRNAL ASHESHSMENT STATEMENT

Name OF the Htwdenty £/ 40 fa \Y

Pragramine of Btudyr £ Lo oo, . Ap @ e ient
Nearof Ntudyr 9006 96

Gromp e e e e gy e \

Roplater No/HLE, Nop 9009 9 e\t 2 600
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