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Guidelines for Summer Training Report 
Chapter-I: Introduction 
It should include (a) Duties & Responsibilities assigned to the intern

                            (b) Duration 



    (c) Department allotted & details of Reporting Manager



    (d) Brief detailing about the whole internship.

1.1 Objective : 
To understand the role of <position> in the organization with respect to the duties and responsibilities. 
1.2 Industry Analysis 
Brief profile of the Industry including its current status in which the company belongs. 

Chapter-II  Organizational  Analysis 
· Explain the nature of the Organization and its business (service/production), i.e., type of industry & business in which the company is operating. Mention specific functional area, if any, such as marketing, finance, HR, logistics,... in which the company is operating. 
· Organizational structure with duties and responsibilities.
· Company’s vision & mission. 
· Product range/ Services of the company. 
· Financials- Market share & Performance of the company
· SWOT Analysis
Chapter-III
Positioning of the Intern & his / her role
Details about the role of the intern and the various duties and responsibilities assigned to him/ her within the organization. 
Chapter-IV
4.1. Weekly Activity Report
Title of Summer Internship:-
Date from






Date to
	Day & Date
	Time
	Tasks assigned
	Tasks completed
	Observations 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Remarks of Industry Guide:
	

	Note:-Weekly report to be sent every Friday to respective Faculty guide by email.
	


4.2 Contribution of the Intern to the Organization/ Outcome
· Initiatives & Responsibilities taken by the intern
· Task Accomplishments made
· New Ideas & concepts 
· Involvement in major assignments
4.3 Knowledge gained from Internship
· Overall knowledge gained from the internship.
· Analysis of Achievements Vs Objectives
· Major areas where the concept can be practically used. 
Chapter-V
Conclusions & Recommendations
References
References to be provided in Harvard Style as given for T5 or T6 Project  Reports as given in the KTU site.
