G G

1
i

I %)
I‘

|

|

>
>
-
»
D
>
)
)
D
3
3
3
-3
e,
-
D
J
e |
3
3
e
M
5
5
P
P
-
9
2
o

GOVERNMENT DEGREE COLLEGE
RAJAMPETA

4
ﬁcm‘
gy

@@

RECORD BOOK ¢

T RPET

=
|
<

LV
=
;;g,u}ﬁg]
D
o

!
|

Designed & Developed by

ANDHRA PRADESH

STATE COUNCIL OF
(A STATUTORY BODY OF GowmgggggéiggN

B




BOOKF




An Internship Heport on

(Title of the Short ters [nternship Program)

Submitted in accordance with the requirement for the degree of

oM APPSadol

Under the Faculty Guideship of

N Com eahwﬁc&aV

(Name of the Faculty Guide)

Department of
13- Com @YD BNt el AR

(Name of the Calicge)

6’]0\)'\ . tee Co\Ej&

Sagmilied oy

S. l'i&s})oiqp\

(Name of the Student)

Reg.No: 23 Uoo 0o bbobg




- @

-

- -

Llnstructio ns to Students J

I?lease. l'cad.the detailed Guidelines on Internship hosted on the website of AP State
Council of Higher Education https://apsche.ap.gov.in

1. Itis mandatory for all the students to complete Short term internship either in

2.

o

© N

2" Semester.

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 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, foliow 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 dutics.

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.

10. Identify five or more learning objectives in consuitation with your Faculty

Guide. These learning objectives can adiress:
a. Data and Information you are expected 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.

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
skills.

12. Be aware of the communication culture in your work environment, Follow up

and communicate regularly with vour supervisor to provide updates on your
progress with work assignments,
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13.

Never be hesitant to ask questions to make sure vou fully understand what
you need to do your work and to contribute to the organization.

14, Be regular in filling up yowr Program Boole. It shall be filled up in your own

15.

16.

17.
18.

19.

20

21.

22.

handwriting. Add additional sheots 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 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 disciptine related issues, you will be withdrawn
from the internship programme immesiately 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

1, 5 ' "J(C\S\\CRC\\’\ aostudent of B_{.(,om E@ (‘Group)
Program, Reg. No.dQYozo06 6063 _of the Department of 5 cem (C@
College do hereby declare that I have completed the mandatory internship
from_\=5~2U__ to_ZK)~6~ oYY _in_EREE_EQ tedn PEMName  of
the intern organization) under the Faculty Guide ship of _Ns_

(Name of the Faculty Guide), Department of B-om ECd) Co rMVPAC

Gt - Def])me Col |ej)e - .(Ra‘]om ael'x
(Name of the College)

S. 4Q9MQ%J/\

(Signaturt and Date)
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Official Certification

This is to certify that 5% ka%‘lﬂ?&‘ﬂ (Name of

the student) Reg. No. o 68__has completed his/her Internship in
ExcelR E4 decly P\J(’Z\Va\mé of  the  Intern  Organization) — on

m\a ona

NJ’IS (Title  of the iulernship) under —my
supervision as a parg of partial fulfillment of the requirement for the
Degree of 15 com (—O(S]_ in the Department of

GClovt- Des\gee. QD\\%P (Name of the College).

This is accepted for evaluation.

(Signatory with Date and Seal)

Endorsements

F{C:)é uidae

Head W

B P gn 5o,
PRINCIPAL
Govt. Degree College

RAJAMPET - 516 115.
Annamayya Dist.

i

i

Principal )
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Certificate from Intern Organization

This is to certify that g . 'KQ\S,MQL\«..-._.M,,_,__“ (Name of the intern)
Reg. No_23Uozenb60638 0(’__%C;(W}_,_,_‘_D;ﬂge_em_,,_Co\yi%erﬁ_ (Name of the
College) underwent internship in Exce|R_EA dech _put. X (Name of the
Intern Organization) from_]-05~ 2094 to__ 20~ 06~ TO%A

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

(Satisfm‘y/l\lot Satisfactory).

Authorized Signatory with Date and Seal
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CHAPTER 1: EXECUTIVE SUMMARY
The internship report shall have a briel executive summary. [t 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

mmoo0wp

©0

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.

Future Plans of the Organization.
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CHAPTER 3: INTERNSHIP PART

i - TR A igiifrat ‘ing. Internship,
Description of the /\chmhvs/lx’us;ymmf{vi///m: in the tnterne Organization during. Int i
- ; A , i % schedule, equipment used,
which shall include - details of working conditions, weekly work schedule, equipmen
: ol ' ills the intern
and tasks performed. This part could end by reflecting on what kind of skill

acquired.
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Day r e gt " ' Person In-
& Briefdesci ilft.ion‘ of the daily Learning Outcome Charge
Date ST | Signature
| . TN A P
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ACTIVITY LOG FORTHE SECOND WEEK

D;y Brief description of the daily \ Leatning Outcome p%ﬁg:‘gtn'
Date A | i) Signature
Day -1 |
Sobdodals grued  dab \es
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O
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| |




WEEKLY REPORT
WEEK = 2 (From Db Lo Db, )
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WEEKLY REPORT
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WEEKLY REPORT

WEEK = 4 (From Dt t0 Db )

1

iDetailcd Report:

Objective of the Activity Done:
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CHAPTER 5: OUTCOMES DESCRIPTION

Describe the work environment you have experienced (i ferms of people inferactions,

facilities available and maintenance, clarily of job roles, protocols, proceditres, processes,

discipline, tinie managenient, harnionious relationships, cociulation, mutual support and
teamzoork, motioation, space and venlilalion, clc.)
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Describe the real time technical skills you have acquired (i terms of the job-
related skills and hands on experience)
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Q¥

T

Describe the man
team work, pe

competencies, goql se

agerial skijj)g y
havioy,

workmansh
tting, deci

sion making, pe

ou have acquired

Pr productipe use of time,

rformarce analysis, et

vage Mo Q3

i rrship,
(in terms of planning, leadershiy

1 't in
weekly improvenient i
.



Describe how you could improve your communication skills (in terms of
improvement in oral conmmunication, written connmunication, 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 nicetics and protocols, greeting, thanking and appreciating others,
elc.,)
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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,

N\
/
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Describe the technological deve

lopments you have observed and relevant to
thesubject area of tr

aining (focus on digital technologios relevant to your job role)
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EVALUATION

Objectives:

e

Explore career alternatives prior to graduation.
To assess interests and abilities in the ficid of study.

To develop communication, interpersonal and other critical skills in the
future job.

To acquire additional skills required for the world of work.

To acquire employment contacts leading directly to a full-time job following
graduation from college.

Assessment Model:

There shall be internal evaluation

The Faculty Guide assigned is in-charge of the learning activities of the

students and for the comprehensive and continuous assessment of the
students.

The weightings for External Evaluation shall be:

o Internship Evaluation LO0 marks
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

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 waork produced by the individual
student.

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

d. The completeness of the Activity 1oy,

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

a. Description of the Work Environment.,
b. Real Time Technical Skills acquired.

Managerial Skills acquired.

o 8

Improvement of Communication Siiils.

Team Dynamics

-

Technological Developments recorded.
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AAN0200660 6D
Student Name: % . \40\%"\030\\/\ Registration 1(\)10:

Term of lnl:ernship: S\"()Z)X- Fronm: '-—09" WLy To: Bv~0(,,2m§\

ey
Date of Evaluation:
Organization Name & Address: & C\Gf)t& ¢
O\‘QSF ?C’:S(XN\@&(

Please rate your performance in the following arcas:

Rating Scale: Letter grade of CGPA calculation to be provided

W

O SRR
SOATUON (60)
4<

Lo W2
AN

lnte1 action ablllty with commumty ]

osmve Attltude

4

6 Self- conﬁdence
7 ; Ablhty to lea1 n:
8

Work Plan and organization

10  Creativity

12 | Time Management

14 Achlevement of Desxred Outcomu




Evaluation by the Supervisor of the Intern

Organization

Student Name: & \—(o\c_,\yﬁq\,\ T2 Wo3B00660 5

Registration No:

Term oflnternship:sm From: \'“QOO"YO‘U»\ To:

20 ~06- 1ot
deim

Date of Evaluation:

Organization Name & Address: E)((Q\ P\ B \ec\/\ [:Rr\-v \'\&}

Name & Address of the Supervisor BX @ T Xarin ?v‘t \’K
with Mobile Number
Pam JawA |

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 lowestand 5 is highest rank

Oral communication . Loih

Written communication |
.- Proactiveness: < : 1

IR N

Interaction ability with community

6 Self-confidence

SR IS SRR} SR SR b ob

8 Work Plan and ;)l'galxiiétiorl 1 3 4 5
Creativity l 3 e 4 :

' Quality of work done 1 et a

iz ’Time’Manageme“t l 3 4 = >
sy 1 S
14 Achlevement of Desired Outcomes 1 2 3\ 4 i S
45" 'OVERALL PERFORMANCE l 2 Juivhaidef oS



LIN L RS RN AR LA R DD VR RN R

BORON A R AYAERAY A

o
Name Of the Student: 9. RO\%}\C\AQL\

Programme of Study: Fom\é)Y Aobr)
Year of Study: \\) F.om Qﬁ)
Group: ©B+COM C-A

Register No/H.T. No: L1 U0%00 60 6D

Name of the College: @ngui. Pegize. Co\ TP
University: y.\) U‘\o\mfb%d

| SL.No Evaluation Criterion RS ;\;Iaximum Marks "'\
\ Marks Awarded J
‘, 1. \ Activity Log a \ 30 \ J
| 2. \ e L \ 40 \ J
B \ Oral Presentation ‘ 30 \ \“
\ GRAND TOTAL - _\L . 100 \ J\

Date: Signaé%gzL of the Faculty Guide
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