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Instructions to Students

Please read the detalled Guidellnes on Internshlp hosted on the rrebslte ofAP
State Councll of Htgher Education httos: / /aosche ,aD.gov.ln

1. It is mandatory for all the students to complete 2 months (18O hours) of short-
term internship either physically or virtually.

2. Every student should identi& the organization for internship in consultation
with the College PrincipaJ/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 intemship. 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 diffrculty you encounter during the internship.

10. Identify live or more learning objectives in consultation with your Faculty
Guide. These learning objectives can address:

o 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 ca.reer success.

I l. 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
skills.



12. Be aware of the communication culture in your work environment. Follow up
ald communicate regularly with your supervisor to provide updates on your
progress with work assignments.

13. 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.

14. Be regular ln lllling up your Program Book. It shall be fllled up in your
owrr handsrlttng. Add addltlonal shects wherever necessarlr.

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.

17. Do not meddle with the instruments/equipment you work with.
18. Ensure that you do not cause any disturbance to the regular activities of the

intern organization.

19' Be cordial but not too intimate with the employees of the intem organization

and your fellow interns.

20. 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.

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

Department of......., College do hereby declare that I have
completed the mandatory internship from........ to 1n

(Name of the intern organization) under the Faculty Guideship
of.................., (Name of the Faculty Guide), Department o

(Name of the College)

(Signature and Date)
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Principal
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CHAPTER 1: EXECUTIVE SUMMARY

The internship report shall haue onlg a one-page executiue summary. It shall include

fiue or more l*aming Objectiues and Outcomes achieued, a brief d.esciption of the

sector of business and intern organization and s-ummary of att the actiuities d.one bg

tte intem durirq the peiod.
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CHAPTER 2: OVERVIEW OF THE ORGANIZATION

Suggestive contents

A. Introduction of the Organization

B. Vision, Mission and Values of tJre Organization

C. Poliry of tl.e Organization, in relation with the intern role

D. Organizational Structure

E. Roles and responsibilities of the employees in which the intem is placed.

F. 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 of tLe Actiuities/ Respons,ibilities in the Intern Organization duing
Internship, uthich shall include - details of uorking conditions, uteeklg tuork schedule,

eE dpment used, and taslcs performed. This part could end bg reJlecting on what kind

o/slcrlls the intern acEired.
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ACTTVITY LOG FOR THE FIRST WEEK

DAY

&

DATE

BRIEF DTSCRIFTION OF THE DAILY

ACTI\IITY

LEARNING OUTCOME Person
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W'EEKLY REPORT

WEEK - 1 (From Dt................ to Dt.................1

Objective of the Actlvlt5r Done:

Detalled Report:
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ACTTVITY LOG FOR THE SECOND WEEK

DAY

&

DATE

BRIEF DESCRIPTION OF THE DAILY

ACTTVITY

LEARNING OUTCOME Person

In-charge

Signature
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UTEEKLY REPORT

WEEK - 2 (From Dt................ to Dt.................1

ObJectlve of the Actlvlty Done:

Detailed Report:
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ACTTVITY LOG FOR THE THIRD qIEEK

DAY

&

DATE

BRIEF DESCRIFTION OF THE DAILY

ACTIVTTY

LEARNING OUTCOME Person

In-charge
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WEEI(LY REPORT

WEEX - 3 (From Dt................ to Dt.................f

ObJective of the Activlty Done:

Detalled Report:
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ACTTVITY LOG FOR THE FOURTH WEEK

DAY

&

DATE

BRIEF DESCRIPTION OF THE DAILY

ACTTVITY

LEARNING OUTCOME Person

In-charge

Signature
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WEEKLY REPORT

WEEK - 4 (From Dt................ to Dt.................1

ObJectlve of the Activlty Done:

Detailed Report:
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ACTTVITY LOG FOR THE FIF"TH WEEK

DAY

&
DATE

BRIEF DESCRIPTION OF THE DAILY

ACTWITY

LEARNING OUTCOME Person

In-charge

Signature
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WEEKLY REPORT

WEEK - 5 (From Dt................ to Dt.................!

Objective of the Actlvity Done:

Detalled Report:
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Describe the managerlal skills you have acquired (in terms of planning, Ieadership,

team uorlg behauiour, utorkma nship, productiue use of time, ueeklg improuement in

competencies, goal setling, deci,sion making, performance analgsi.s, etc.
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Degcrlbe how you could lmprove your communlcatlon skllls (in terms of
improuement in orol communicatio4 ttritten communication, conuersotional abilities,
conf.dence leuels uthile communicating, anxietg management, understanding others,
getting understood by others, extempore speecll abilitg to artianlate the keg points,
closing the conuersation, maintaining niceties and protocols, greeting, thanking and.

appreciating others, etc., )

0

o

oh K

I l

e e

u 0



Describe how could you could enhance your ablllties ln group dlscussions,
particlpatlon in teams, contributlon as a teem member, leading a

team/actlvity.
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Descrlbe the technological developmenta you have observed and relevant to the
subject area of tralnlrlg (foans on digital technologies releuant to your job role)
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Student .SefEua luation of the Short-Tenn Internship

Please rate vour performance in the followinq areas:

Ratinq Scale: Letter grade ofCGPA calculation to be provided

Srudent Name: & Regisration No:
t 10.22

Term of Internship: From' - To t $-. Lt . 2,1_

Dateof Evaluation, tb . \\ . {Ot-t
organizationName&Address: tll"rshjl bwha Fly afrt
Name & Address of the Supervisor !f. p PI&Sq-d ygd
with Mobile Number:

sictrs

2) Writtencommunication 123

4) Interaction with staff t2 345

6) Dependability 123 45

8) Plannlng and organization r23 45

10) Creativity 123 45

12) Productivity I 2345

l4) Adaptability to organization's culture/policies I 2,./ 345

Signature of the Student

Oral communication 234

45
Initiative 1234

Attitudc 1 231 5

t?3 4

Professionalism 123 4

1 23 4 5

of learning 12. 34

PERTORMANCE I 234


