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@ns to Students ]

Please read th
, e detailed Gyidar:
Counci GUlde]meS on Internship hosted on the website of AP State

10.

11.

12.

| of Hi i
igher Educatiop, https://apsche.ap-gOV in

Itis mand
atory for ; )
2nd Semesterry =Lthe Students to complete Short term internship either in

E

w‘i,f}?; ::éi‘;gzg:hp?illd-identify the organization for in.ternship in cons,.ult.ation

Report to the ity rl‘3113«'111/“Che' authorized person noml.nated by the Principal.

must make yourn Organization as per the schedule given by the College. You
. Own arrangements for transportation to reach the

Oorganization.

.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.
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 hesitang (o ask questions to make {zation
you need to do Your work and to contribute to the m'gnnfﬁ(‘c.d e
14. Be regular in filling Up your Program Book. It shall ba

handwriting, Adq additional sheets wherever necessary. ur Supervisor of the
15. At the end of internship, you shall he evaluated by yo
intern organization,
16. There shall alse be evaluation at the e
Guide and the Principal, L worlk with.
17. Do not meddle with the lnstrumcnts/(v‘clllll’m("myo.L , repular activities of the
18. Ensure that you do not cause any disturbance to the reg
intern organization, *the intern organization
19. Be cordial but not too intimate with the employees of the
and your fellow interns, mme, you are the
20. You should understand that during the internshi.p Prsg:;‘ng i Srierniship
ambassador of your College, and your behavior du
programme is of utmost importance. : will be withdrawn
21.1f you are involved in any discipline related 1ssues., }TOlllinary action shall be
from the internship programme immediately and discip
initiated. o o our College.
22. Do not forget to keep up your family pride and prestige of y

wre you fully understand what

your own

1d of the internship by the Faculty

..........
...........
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Student’s Declaration

D)
1 Shatk. dSmLa student of R+COM {c-A] (Group)

Program, Reg. No. 204030y} {isilof the Department of _B= Corn [¢-A]

College do hereby declare that I have completed the mandatory internship
from 15 -2t to__30-b- 24 in__€X(e] 74 (Name of
the intern organization) under the Faculty Guide ship ofN\Za/) Mb

(Name of the Faculty Guide), Department of B+Com (c-A)

Gott Degree - callege ; Rafumpel
(Name of the College)

(Signature and Date)
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Cib\f s Dea e (pllecge (Name of the College).

Principal

Official Certification

This is to certify that Shatk . Q‘lsmdﬂq (Name of

the student) Reg, No'lmdf,ﬂlhas completed his/her Internship in
Exeel R edlech W‘tt( ame

Datan  Analyd s
/

of  the Intern Organization) on

(Title of the Internship) under my
Supervision as g part of partial fulfillment of the requirement for the

Degree of B. com (c. A) in the Department

of

This is accepted for evaluafion.

(Signatory with Date and Seal)

Endorsements

Faculty Guide /\@
/

L,A*"

Head of the Depar

5 T aa® R, LN
PRINCIPAL
Govt. Degree College
RAJAMDET - 516 119,
Annamayya Dist.
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Certificate from Intern Organization

This is to certify that Shmok qu TY\CL’H’t (Name of the intern)
Reg. No 22403006603 L of QBQ’C‘ NDecyyee -colleqe (Name of the

i J
College) underwent internship in£2cel R edbech Pyt-tel (Name of the
30-b-2k

Intern Organization) from =S5~ 2 4 to

The overall performance of the jntérn 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

2

MWy 0w PR

.

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 mternfls pl;ii-et
Performance of the Organization in terms of turnover, profits,

reach and market value.

Future Plans of the Organization.
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CHAPPER 33 INTRRNSTT PARCE

Peavrtption of the Avtoitivs/ Rosponsibilition in the itorn Opgandzation during Internship,
whiteh shall inelide = detil 0f soorking conditions, sweekly ok achodilo, equipment used,
- fska - porforied, Thin paet could omd by roflooting o1 whit kind of akills the intern
e,
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ACTIVITY LOG FOR THE FIRST WEEK

Day Person In-
& Brief description of the daily Learning Outcome | Charge
Date activity Signature
Mj dafla activites are Leo1?nC1 and |
Day-1 |[-BrU d ntroduction ,mlyromﬂd //{
% [Psiny the class Qefits 1
Sxced |
Cell — (e a Cl /
. ell —yeferen n Mamp_;l mﬂaa /
Tcm(c]e Names
\oma LIPH Formul Loa?caﬁ
Day -3 Ch {1 Q,d
C: s -
ond -Funcition Fincifor ﬁ
Mak? nj
pay-4 | V- Leok LP () v—toop Lp ()
Danamrc
Data
e wabicdotion protection
Sorting o dato | Filtering a |
Day -6 |
base da-ta 1:)0..38
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WEEKLY REPORT
WEEK - 1 (From pr............. t0 Dtuursssrenn, )

Objective of the Activit
Y Done: qu \1
il excel Pntvoductfn
Detailed Report:
s Miero Soft excel 9 o peuer-ful

S.F_‘YQGA Shesl applicatfhny  fom le’cm Soft
_Cornom'hon o U Nakes S+ e_nx«d for LmLL )

vedte \larfous  kPncle ef spread leé”fs.
| dables _and Strctemeils _alony 1P e
quolmmﬁ ‘Tepmanfa‘hon Q:fqdﬁa Lhile Llork
N excel. Uou can_Nloke nse O:E Tte mo&—\‘
lmom'tg_t -Pea{:uve cﬁ au‘tomcrhc YecalCeybetion
"f‘D 2ale e and PFPﬂ'rt

D excel Lou Can Llorke Lltth Llerk
Sheets | LW Consd<t D vaws and coluymne
theit  Pnteveit 4o form cells. cells contaPns
\[orTous  kfnds o—f Qr:)'nec«ﬂ Sheett Faes and
Statemerits o) clrrtm "l’hcrt Uou_Con formdt,
Sn'f( (mc:b omoume umL Ccm also Crectte 9
Jﬂmr'['s Inwkecl Oy 'ﬂftctt data (‘n'ﬂ%a?necﬂ
(?7’1 ellS « An €xcol Fle P< Caﬂfec‘l Q Llprk —

booles ' )A]lfﬁ(‘]/l ha de:feluH‘ Cortainy Yhree
I Joric SEL e s
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ACTIVITY LOG FOR THE SECOND WEEK

I B S
D;‘:y Bx-iefdcscrlption of the dail
Date activity te dally Learning Outcome
\\
1 Sub totals P‘\‘ﬂqm | %
-z |Recommandad | CexE @ ] gy
S yaSh U\)ﬁn‘j
Prluct Lable
2 Piust taple
pay-3 | Poudes \Saw Conditfonal /@1\
fox mcdﬁnj |
e | HVEY T M| Gt seek W\
O )
et CTECLH)HE’ )Al()Yklni‘i NE &
& conavous N lutﬁnpéi ’ibvk
ee \9s
N erain Work bosl s
Day -6 8 a ond /Y/\
L\'OT'C oo ks dPPerCCHGOM
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WEEKLY REPORT
WEEK - 2 (From Dt.....cccoree.. -

Objective of the Activity Done: Now 2leek ? ey ‘raca ‘1
petailed Report: fxcel 2016 Llelcome You LIPth unfoue |
landfne Poge ot aitiows ‘j”u 4o take &1’0(!(\
10\ Pous an\%cﬂcmng LANfch relewdnce —(704
Yo [flce r)mrscmga budesting , Moufe 185t, gxem—l
_om& nﬂcm’u\‘i’s and Mlpre- 1N addftfon ﬂetm:hj

"\mr&. o fPers Q rmwe:r-ﬁﬂ» Qu(,]lﬂc,hﬂ'rl7dﬁ’omu\’dﬂ\
online  offf o km'r)lcd,‘e,\

17 abyary \jou Con

Qvuwkq Ohen —Fr@_quom‘lu (ed ond last used
r\]n(‘umow‘r& ’ﬁbm Ter,e_n—t cide bhar:

,Hr\an el  Clfck  on The B|anKJAlOﬂc-—
J7
hook r)nbon You

215U 35’c He fresh hlank
e (el L\\nvlc %ook alona AT NMetho Trhbo
nc}) Lmooth m‘ce*{—rarcg o_fixreﬂ 20l -
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ACTIVITY LOG roR THE THIRD WEEK

Day , Person In-
& Brlel doescription of the dnlly Learning Outcome Charge
Date nctivity Signature

oot | CUSlomizS "
&
excell
UersPony  and
Day -2
posle S pecta )
Paste and paste
Day -3 K
pe el
for mct‘t{"?r\j )
Day -4 " DCL{,'O. &_nh"j
Yoo Fi ng
Data ntr
Day -5 ¢ j ’F‘( I} Qevfees
0L 4
pay—s | DOt Entry A serfcey W

Page No ll-f



WEEKLY REPORT
WEEK = 3 (From Dtwnmnmse (7,3 ] ZVRU— )

[~

Objective of the Ac
ol tivity Done: -} 7 F.
b P ONGE u,gLo,mJ&l g goxcel \

Detafled Report:
\lergPons  and  Pnier face
hr_\l_(\c ancl ’Da}\{ﬁ. Qmoc,?dr \

“"‘((WY\O'H)Y\OI & r)'mc)rn{‘j! \\
|

1y |

_Datla ;:VTL'Y:]I ( ftn yev\lf’c&)
Hottne the excel Hi servlices tool

alt tdoLu cl?mlomc@q.s Pke heniSng o hag 4o ‘m(\d
L4 can assfst  L)\Pua cne oP e Nlo.
”[roccvuon"\’ cxcel Johs .thnch 14 MCL)L?nCI a 5%t
Olf olates - The f11_gexPces tool can quc\md \\

J/\d'nc“ll Anyy In\'t o:P n\mLJm ) Moﬂ'ﬁm ks t}enrs
C)YLCI) 0k e q"H’Lan OM m AH‘-{; \\
ﬁ\?r\q con _he U/\ed Jfor o— \
d |
Copin g \
i N \
SQQV\) enicel
Netes ‘ \
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ACTIVITY LOG FOR THE FORTH WEEK

—
Day : Person In-
& Briefdescripti fthe dai : »
Date c:gtigix:; E aily Learning Outcome Si(;;a:;i(;«e
USin o

Paidg d basve Calt

functions referencing '%(
. B 1%m
Day- 2 MQYY\C. Tange dPPh cabi CJ
a of nName!
Yanges
d
Day -3 G[l?mpse %
~fonctfons
Suntax
Day -4 Co un—t 'YQXHC‘H)O 18 ‘d m
“functons
Day -5 "‘RXT\ C‘HOO ne SUTT\?'FFU’T\CHO ¢k /ﬂ
0 Parge CyPterfa
- Sdrﬂ:aL le Sumit "g
um ran qe
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WEEKLY REPORT
WEEK - 4

Objective of the

Activity Done: 0
W o hasPe funcifons

——— Cell vefevonc? r\q

\&Qﬁt_Lpr@rencmq are the default Celi

l&&lﬂﬂf&j\m xcel. qA]hm unu Qom\ omnd

|
|
—Pﬂ-ﬁtﬁ A volatte (el 'T&-pﬁYef\C?nCl TS up- \\

\
\Q‘Qlﬂ\_m&@m&hrm\u o Quft “H’\SJLCQ“ I

AN T R < payted -

|
Lllhen \Jv,ou Kant 1o freeza o cell \
Yetevence gy Yol do_ndt tdanl o m?uen&\
10 Chunoe Llhen lij ('DDLI oL -Formutcx,_\,Jm_L
Camn_ wseY  abselute  cell mference o NMake

A cell vefevonce e o hake o Cetl 'rchYe—-\
—Nnce  Qbinlute Lle r)[aca a__douaf Lﬁﬂ anCJr \
hefore  the Column name _and_vow \
NuMmlbex O;lr the yedfevence

—
 ————
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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, motivation, space and ventilation, etc.)

Page No 1<



qulr lerms of the job-
Dekeribe the real time technical sldig you have acquired (i f
velated skills and handa 0N experience)
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Describe the managerial skills you have acquired (in terms of planning, leadership,
leam work, behaviour, workmanship, productive use of time, weekly improvement in
compelencies, goal setting, decision making, performance analysis, etc.

PageNo 99



l?escribe how you could improve your communication skills (in terms of
tmiprovement inoral communication, written conmunication, conversational abilities,
confidence levels while commrmicntinq: anxiety managenent, 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,
ete.,)

PageNo 9|






s in group discussions, participation

Describe
how could you could enhance your abilitie

in tecam
s, contribution as a team member, leading a t¢
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Describe the tcchnological developments you have observed and relevant to
thesubject area of training (focus on digital technologies relecvant to your job role)
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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 siills
future job. :
* To acquire additional skills required for the world of work

oy o 52Tl _$Sorm o 70
to 2 full-time job followin

* To acquire employment contacts leading directly

graduation from college.
Assessment Model:
e There shall be internzal evaluation
e The Faculty Guide assigned is in-charge of the learning activities of the
ent of the

students and for the comprehensive znd continuous 2sSESsmen

students.
e Theweightings for External Evaluztion shallbe:

o Internship Evaluation 100 marks
Activity Log is the record of the day-to-day activities. The Activity Logis
assessed on an individual basis, thus zllowing for individuzl members within
groups to be assessed this way. The assessment will tzke into consideration

While evaluating the student’s Acivity Log, the following shzll be
considered -

2. The individual student’s effort and commitment

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

student.
c. The student’s integration and co-operation with the workassigned.

d. The completeness of the Activity Log.

The Internship Evaluation shall include the following components and based

on Weekly Reports and Outcomes Description
2. Description of the Work Environment.

b. Real Time Technical Skills acquired.

c. Managerial Skills acquired.

d. Improvement of Communication Skills.

e. Team Dynamics

£ Technological Developments recorded.
PageNo 2%



Student Self Evaluation of the Short-Term
Internslip

Student Name: S l’lCl.‘l° Ko d$ MC{'W\ Reglsteatlon No: 22,40 200066 0 92
rrom: }/5 | L4 To: 306 |2 G

Term of Internship:

Organization Name & Address:

Date of Evaluation:
Goul: - Oea're& 'Colleae / f?dj’amPEl“

Please rate your performance in the following arcas:

Rating Scale: Letter grade of CGPA calculation to be provided

SR N\ N 3
Onioai
\ RIS HRIRINNSNNNAAA

2 Written communication

A

S \1\\\\\ MIN ‘
L ‘~\ \\\\\\‘ K\\t\\\\\ \»\\\\»\
SRR RN \

n‘\«. N \§a\\\
L D1V TONT
LTRSS
8 Work Plan and organization
' sionalism s
SAAAENNNNNNNAANNN
10 Creativity
T s \{\\\\\ ‘\\ ‘\ N
T
L R RS

12 Time Management

T
Hderstanding the Community,

14  Achievement of Desired Outcomes

SRS SIS :
\\\§\§:>\\:th;;§\< (6
| 1 it R SRS SSANSNANSSS

S Qqsfﬂf'ﬁd

Signa'turc of the Student

Date:r 30/ %/LCL
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\ \ . \ b
Eoatuation by the Supervisor of the Intern
Organization

T D e T P Sty R
foena Baas e ——

Stndent Nawer glyatle

Asmail Roglstratlon Not 99 4 300(66 0 L
Torm ofnternshin: )8 /34 From NYLYALY To1
Date of Bvatnatiows S0/} X ¥

Organtzation Name & addvesse & v ¢e | R R(\j&i ny el enel

Name Q Address of the Supervisor ¢
with Mobite Number ST Ram Ty v

Plaase rate the student’s partormance in the following areas:

Plaase tote that rour evaluation shall be done independent of the Student’s self-
avaluation

ating Sealer Tislowestand § is highest rank

IR S

1 2
S e
e
dence - =

88 &\O

Date: o D/ 9 / ?.Q. S‘@\:Itu oY e Supervisor
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INTERN4 ASSESSMENT STATEMENT

Name ofy
Programme of " Shatk- Asmath
“rogramme of Study: DOH‘OL AnCU(jHCS
Year of Study; 202y - 20 25
G £
roup B‘ CBTY\ [C_‘ HJ
Register No/H.T, No: 2240 300660
Name of the College: o
— ** Gout. Dogreo . College | lZCLJCW"\P@—JC
ersity: \e v e °a
/ * Uny “evij
\
SLNo Evaluatioy, Criterion Maximum AMar];s ,
. Marks warde.
Actvirg ) o —————— 30
1. Activity Log
2. Internship Evaluation 40
4 Oral Presentation 30
GRAND TOTAL 250

Date: 30/'?/7,\72.#-

PageNo 2%
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