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Guidelines for writing Internship Report
The internship is an integral part of the study program. This work-term provides you with valuable insight into the professional and industry-oriented side of your study in practice. To fulfill the academic requirements of the internship, you are submit an internship report following the specifications outlined in this guide. 
Report Format 
The guidelines given here outline the specific requirements of the internship report. This structure should not be thoughtlessly replicated. Create appropriate sub-headings and content. Format the report in the style most appropriate for your studies. It must include:
1. Cover Page 
a. Include Report title, employer's name and location, date of report submission, your name and admission number. (Check the specimen given for details. Page-4)
2. Acknowledgement page
a. The second page should contain acknowledgement of assistance. 
3. Certificate
a. Certificate stating the period of internship in the letterhead of the institution, properly signed by the authorized signatory.  The certificate must be appropriately fixed or inserted (in a cover box) on the third page of your report. 
4. Table of Contents 
a. List all sections and sub-sections and use the same numbering system as the main body of the report. 
5. Body
a. See below for details:







Introduction
Give a brief idea about what you have done and what you are going to report here. It should be analytical than descriptive.
1. Profile of the Institution
Internship Report must include an outline of the business of the company for which you have worked.
· Nature of the institution
· Their production
· Important functionaries
· Important works they have done, if any
· Important personalities associated with the institution.
2. Department in which you performed your internship 
· Kind of work
· Technology used (software, machinery, other resources.)
· Number of people involved and their duties 

3. Outline of the work that you have performed in the company 
	Chart a daily report (for Ex. day one, day two) with the details mentioned below;
· Company and Department assigned
· In-charge of the internship?
· What have you seen?
· What have you done (summarize the work you did, and discuss the relevant events of your work term 
· What could you have done (if any)?

Conclusion
Summarize the body of the report; outline the scope of internship and the major findings.
· Problems confronted during the internship term.
· New skills and information acquired. 
· Skills to be acquired to equip for the industry.
· Main Achievements.
· Has the internship achieved its objective for you? Suggestions.


Appendix:
Include documents, graphics/images (specimen of your work) if there are any to showcase your efforts during internship term.

Reference: - Name and contact details of 2 persons who assisted you in the company

NB: The internship report has to be submitted within a week of your arrival to college in a spiral binding format. If you are having problem with the internship report contact the class teacher. 
PS. You are obliged to send an e-mail to your class teacher informing the commencement of your internship with the details of the firm and the mobile number of the person in charge of you. 











































Specimen of Cover Page of your report:


	
INTERNSHIP PROJECT FINAL REPORT


Submitted to the Department of ----------------- as a partial fulfillment of BA/MA Course.


Name of the student:
Admission Number:
Class:
Division:
Batch: (Year of course started)
Semester:
Date of Report:



Company: (Super New Media Ltd.)
Program:  (Internship in an animation lab)
Location: (Kochi)
Time: 19 /12/2015 to 18/01/2016





















