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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 https://apsche.ap.gov.in

10.

11.

172,

It is mandatory for all the students to complete Short term internship either in
2nd 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, 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:

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. :

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

14,

15

16.

17.
18.

45

20.

21.

2.2

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 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.
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Student’s Declaration

L \E - "t'.'.\‘-\'liau!ﬁ\ (-\Q"‘f]‘“‘\dm W astudentof 5:Covn [é ] (Group)

Program, Reg NO.Q.tLLIO:,F‘r_‘-(f\(:_t“‘s_‘;__5 of the Department Df k\)‘(_ﬁh-\j”:‘ ¥ H J

College do hereby declare that 1 have completed the mandatory internship
from1S-05 24 to 99 -06- 2 inﬁti\ Cr\wv\ 'r@C)‘\W&@iame of
the intern organization) under the Faculty Guide ship of ____ ~
(Name of tl_'_l\e Faculty Guide), Department of {3 .C{owA k - P\_&
C_[("‘VL : d-@ O\\‘é’-lf] Co) Ie(f\tﬁ' . P\kacw“‘ PH’

(Name of the College)

N onkako G@.) Wt

(Signature and Dat ej'

Page No

£

1=
& &

P

= |

POPHLDPRP

o

n DD

— ——

» D AP AN DN

E S

~

77

=



-

Official Certification

This is to certify that ™ .\{Qvt&{'_CA_g_CLV_\gLK_\dIO.\f\ (Name of

the student) Reg. No.f)_‘z_uﬁ}n_(\ﬁgg_l,llas completed his/her Internship in

Qb \ Dryxan (Name of  the  Intern Organization)  on
Chov} "' oy W evh&[«\& (Tifle of the Internship) under my

supervision as a part of paltlal fulfillment of the requirement for the
Degree of Q)-(OM GG |A) in the Department of
C[;O*( '?\Of_—\,(\\ﬂvﬁ){l/"‘ (Name of the College).

This is accepted for evaluation.

(Signatory with Date and Seal)

3 Endorsements
b
- ; - o
D . Y ( 7 l e
Faculty Guide &
:
Head of the Department
1
1
_ Principal & ?____ P ’
) PRINCIPAL

Govt. Degree College
RAJAMPET - 516 115.
] Annarayya Dist.
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Certificate from Intern Organization

This is to certify that bl.}le\ﬁtﬂka § Qgﬂg)u\a‘\oh (Name of the intern)
Reg. No 22LRaobho L of CpD.C Roflowpel~  (Name of the

College) underwent internship in AN f):w'm (Name of the

Intern Organization) fmmwim HHE 06,'_' 24

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

(Satisfactory/Not 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

A. 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

HEHY oW

reach and market value.
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,
which shall include - details of working conditions, weekly work schedule, equipment used,
and tasks performed. This parlt could end by reflecting on what LRl il ittt

acquired.
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ACTIVITY LOG FOR THE FIRST WEEK
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WEEKLY REPORT
b { \/ - “2L
WEEK - 1 (From l)l'.%?..?.'i.?:. "u l)ll(\l‘9 ....... j}

Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE SECOND WEEK
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WEEKLY REPORT
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ACTIVITY LOG FOR THE THIRD WEEK
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Objective of the Activity Done:

WEEKLY REPORT \ Q
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ACTIVITY LOG FOR THE FORTH WEEK
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WEEKLY REPORT
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Objective of the Activity Done:

Detailed Report:

T ’Ht{f {,Z‘“A‘Y!'L Week U opm

lpgvm\eo[ Clo@m ‘lV\ (OMQVQ [ﬂﬁw '}(7
Clean and Anmﬂﬁe;g v (akaeVa-

;Qvelwing of the  heye
Bwe  and hows 46 ol S

Cowmora AL k)l ot Yeny L

/
of  the jomf}l\
T 1 ~

h)@(’](r

Page No

J 9.0

r— sz 2 2

“ﬁflﬁ:ﬂ*gﬁ’@ppf???

L /b j(

[T /]

¥)

D 2D

N

n

o



CHAPTER 5: OUTCOMES DESCRIPTION

Describe the work environment you have experienced (in terms of people interactions,
facilities available and maintenance, clarity of job roles, protocols, procedures, processes,
discipline, time management, harmonious relationships, socialization, mutual support and
teamwork, motioation, space and ventilation, etc.)
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Describe the real time technical skills you have acquired (in terms of the j

related skills and hands on expericnce)
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ning, leadership,

Describe the managerial skills you have acquired (in ferims of plan
improvement 1n

team work, behaviour, workmanship, productive use of tinte, weekly
competencies, goal setting, decision making, performance analysis, efc.
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Describe how you could improve your communication skills (in ferms of
improvenent in oral conmmunicalion, 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,
t‘f(‘.,)
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Describe how could you could enhance your abilities in group discussions, participation
in teams, contribution as a team member, lea ding a team/activity.

The EMN - r‘:wiua}v; Wt grown n ’éﬂ”nﬁ’
Vo He lul dead goaliculy tn the ask five
Ave e 9¥owwn °I3 ag\ency _'ma}ub W} m‘mgrlg
cL\f?va\ E; i“'\%f o]o\f‘«g’—,'c d e vaand (()Vocjmdfg,

Btk o

bhe  are ¢l
MG e 2 e
) “9“/ N }II\ECQV\ COV\O)‘/LC{*}
OW)M; jeh | ~1o1 'H\-@VC’

C@V\a,uclav Q)aclc'n?& g; ;
\ M, COV\CJ
'9142 hC[ejlnav\r U‘C/ﬂ/

| J\U\”)mfﬁ o Cch’\ﬂﬂ"kﬂ

1\we€ ivlje_h'}',\,e Lol

beoy)- f‘wd"}m.%" v Yhe ept! O ducit

OWa ) \a IJ"'L( ‘f /HUL ‘V\Qlw&)f

ARE
‘ ™ C;] !V\C}L\Q/Q
des.gvu 2 o\ Vo fue Vi

Page No




¥

T B T EEEE——— ‘
é

¢

servec & : é

::::‘:I'll':;:“ih;lifl“:‘l':‘l’l::;'-:::l‘:: f(f].:;::]:rrl; ;:f'flf:f !r).',r(;::u!;::;ﬁs(:‘zﬂ;:"‘ :”?;;Sr;”{lf;:;?;t 0 &

\ | e :

A__'\\ D Yon Teclqm SRl 1 <

S sy o — ¢

4 . g

: Compuni o~ hovse Ly o0 €xlusheg G,

. ' 1

Ly aqemca Qz- dLhe o[e(}mlw\ew% ﬁOV bmm%» :
WWoNLle  amd SE| snd hobvablow funch/sy, :
e 1o n Covpard ona du}ﬁfeal \ih'?a(ea( :

Cc;fpahgjﬂj D, ’ <

Thete Compry | house Apilles -
©mpanyy, 4 g faclf 4 )Y,

Covgany A fhe of  wWell Uhclevdjfawai,

RY). Oh)wvx

U aye s Apyach ),

YeH\er &
ty

TQCI'\VIC']UGS:ﬂ \\M"Lec{ ?;L |

Woyk | ‘E’(US;]y oﬁ Yo Q”;}
BYC ooy m Yo COpony

Page No



VIDEO LINKS

P Y Y I T S O S Y Y

N A & & &5 3 N8 8 5



EVALUATION

Objectives:

®

Explore career alternatives prior to graduation.
To assess interests and abilities in the field 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 100 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 work produced by the individual
student,

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

d. The completeness of the Activity Log.

The Internship Evaluation shall include the follow

ing components and based
on Weekly Reports and Outcomes Description

a. Description of the Work Environment.

b. Real Time Technical Skills acquired.

gl

Managerial Skills acquired.

0.

Improvement of Communication Skills.

e. Team Dynamics

=

Technological Developments recorded.

Page No

N Hh

i h

Ffa A

2 P D PP DD D DAL P 2

)



Student Self Evaluation of the Short-Term
Internship

Student Name:

Term of Internship: $‘,\c§‘)- From: \Q -§ —1o2Lf To: ! 29 ,—6 ~ 20 LY

Date of Evaluation:

Organization Name & Address: A '1\ Cl\\KOV\ KQAQPQ .KC"PPOY} l\:'
\

NN ewtala Qaﬂﬁu\a‘mh Registration No: .0-L{0 3001560f3

Please rate your performance in the following areas:

Rating Scale:

Letter grade of CGPA calculation to be provided

N N Qﬂ(:xg e qu\au s L

Date: % \ - '4‘ g ?’Ozl-f Signature of the Student
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Evaluation by the Supervisor of the Intern

Organization

Student Name: N»\)Q_Ma}g C,OY\COU\O\\GM Registration No: 22Uy Yook o }"5
Term of Internship: Wy }- From: \§ - © (- 2224 To: LY~ 06 -~ Lo Ly
Date of Evaluation:

Organization Name & Address: A‘} \ Gl\\ ¥ew kO\ CIC\ PQ ’

Name & Address of the Supervisor
with Mobile Number

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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INTERNAL ASSESSMENT STATEMENT

Name Of the Student: N ‘V-QV\\kaj'a QOY\GJA\O\\C\\/\

Programme of Study: ¥ (o EC . Hj

Year of Study:

Group:

Register No/H.T. No: QMOBC{D&@Q}”}

Name of the College: C{O\fl' ; cleﬁfee . Co“"—‘ﬁe \ ﬂa]’oﬂpeL

University: \/Oé wemona .

SI.No Evaluation Criterion Maximum Marks

| Marks Awarded
1. Activity Log 30

| 2. Internship Evaluation 40

: 3. Oral Presentation 30

,, GRAND TOTAL 100

| %/7 ]u? f’”\”

) Date: Signature of the Faculty Guide
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