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ANNEXURE I
CONSENT LETTER o
TO WHOME IT MAY CONCERN
As part of the curriculum of (name of programme/course), the students are
required to undertake internship of minimum ................. GO (ivosrimsomnsnan hours) in an

organization. In this regard, I am introducing the above-mentioned student with the following details

for the purpose of the internship: -

Name of the Student
Gender
Father's Name

University Registration Number
College Roll Number

Class with Semester

Mobile Number

| Email Id.

The organization satisfying the requirement of the Internship as provided in the guidelines of the
University are requested to consider the candidature of the above-mentioned student for internship
in your organization.

Signature of the Head of the Department of College/Internship Nodal Officer/Principal with Seal



ANNEXURE II

INTERNSHIP ACCEPTANCE LETTER

(on the letter head of the organization)

Letter No. Date:
To

(Student Name)

(Institution)
Dear Candidate,
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We are pleased to accept your application and offer you internship at our organization. Our
organizations satisfy all the requirements as provided in the Internship Guidelines of .........
University for Undergraduate Programmes.

We appreciate your interest in our organization.

Thank you.

Supervisor/Head TPO

(Signature and seal)
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Annexure III

INTERNSHIP COMPLETION CERTIFICATE

(To be issued by the IPO on its letterhead)

This is to certify that Mr./Ms. [Name of Student], S/o or D/o [Father's/Guardian's Name], bearing
University Registration/Enrolment No. [Registration Number] of [Name of the Institution],
Session [Year], with Major in [Subject], has successfully completed his/her internship with our
organisation.

Internship Duration: From [Start Date] to [End Date]
Total Hours Completed: [Total Hours]

Internship Performance Assessment

During the internship, the student worked on [Briefly mention project/tasks]. Based on our
observation and mentorship, we assess the student's performance as follows:

S. Assessment Criteria Rating (Outstanding / Good / Satisfactory /
No. Needs Improvement)
1. Technical Knowledge & Application | [Select Rating]
2, Quality of Work & Task Completion | [Select Rating]
3. Initiative & Problem-Solving Ability | [Select Rating]
4, Communication & Interpersonal [Select Rating]
Skills
3. Punctuality, Discipline & [Select Rating]
Professional Conduct

Supervisor's Remarks:

[Optional: Add brief qualitative comments on the student's overall performance, strengths, or areas
for growth. |

—

Signature of IPO Supervisor/Head
Name:

Designation:

Organization Seal:

If;ate:
Place:
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Annexure [V

FORMAT OF CERTIFICATE TO BE ISSUED BY THE DEPARTMENT %

This is to certify that .......................... (Student Name) ............ ST A s e e
bearing auniversity: roll mo, . s Lo of programme .........., session... ... ... has
successfully completed his/her internship for a duration of ... hours from ............... (name

of the organization).

He/She has also submitted the report of the internship after successful completion of the internship.

Head of the Department of the College
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ANNEXURE Y

SUGGESTIVE FORMAT/TEMPLATE OF INTERNSHIP REPORT -

After the successful completion of an internship programme, students are required to submit a detailed
internship report to the HOD, of the concemned Department of the college. The general guidelines for
the internship report are as follows:

1. The report should be either hand written or typed on one side of A4 paper.
2. The components of the report are as follows:

1. Cover Page

it. Acknowledgement

iii. Internship Completion Certificate

iv.  Certificate from College Mentor
v.  Contents Page with page number
vi.  Preface (optional) s
vii.  Executive summary (one or two page).
viii.  About the Department/Agency/Institute/ NGO etc (where internship was carried out)
ix.  Plan and execution
x.  Learning Outcome:
" a. Knowledge acquired
b. Skills learned
¢. Observed attitude and gained values
d. Challenges faced

. xi. Conclusion

xl.  Attendance sheet
xii.  Photographs (G.I Tagged)
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ANNEXURE VI

Suggestive Cover Page of Report

INTERNSHIP REPORT

Submitted

For the Partial Fulfilment of the Requirement for the Degree of Bachelor of
Arts/Science/Commerce with .......... (Major and Minor Subjects) under
............................... University

University Logo

Submitted to

The Department of ....................... ERRSOR College

Coliege Logo

Submitted by
Name:
Semester 5, Frogramme FYUGP BA/B.Sc./B.Com
University’s Registration No.
College Roll No.

Year:



Page 13 of 15
ANNEXURE VII

“

INTERNSHIP ATTENDANCE LOG

Interns Details
Name of the Student: Programme: B.A./B.Sc./B.Com
| Department:
| College Name / Roll No. ' University Registration No.

Details of the Agency/NG{/Institute
Name: Logo, if any
Address:

Mobile Number (Owner/Manager/Head):

Name of the Supervisor:

Attendance Log

Sk.Nae. © Date Time In Time Total Signature | Remarks
Out Hours of the
Supervisor




ANNEXURE VIII
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HEIs may consider the following areas while selecting internship sectors (The list is

indicative only and not exhaustive):

1. Trade and Agriculture Area

ii. Economy, Banking, Financial Services and Insurance Area
iii. Logistics, Automotive & Capital Goods Area

iv. Fast Moving Consumer Goods & Retail Area

v. Information Technology / IT-enabled Services & Electronics Area
vi. Handicraft, Art, Design & Music Area

vii. Healthcare & Life Science Area

viii. Sports, Wellness and Physical Education Area

ix. Tourism & Hospitality Area

x. Digitization & Emerging Technologies (IoT, Al, ML, AR/VR, etc.) Area
xi. Humanitarian, Public Policy, and Legal Service Area

xii. Education Area

xiii. Sustainable Development Area

xiv. Environment Area

xv. Commerce, Medium and Small-Scale Industries Area
xvi. Communication, Journalism, and Social Media

xvii. Pharmaceutical Area

xviii, Community Organizations

xix. Literary Organizations

xx. Plastic and Petrochemicals Industries

{\-v:j oo/



