
GUIDELINES FOR INTERNSHIP FINAL REPORT

FORMAT OF INTERNSHIP REPORT

The body of the text must include the following parts:

A.  Cover page: this shows the name of the student, the level of study with a reference to the school, the title of the internship, name of the topics and the period of time during which the internship was performed. The layout and design of this page is left up to the student’s imagination. (See it at the end of the guidelines). 

B. ACKNOWLEDGEMENT: You may thank you and provide the names of persons who have helped you throughout your internship (family, friends, colleagues, supervisor, etc…)

C. COMPANY’S APPROVAL: Your internship company will give some brief comments about you (if any) and approve the content of your report by signing and stamping. 
D. TABLE CON CONTENT: headings and page numbers (MỤC LỤC)
1. Introduction............................................................................................................... 

1.1 Purposes of the internship ................................................................................3

1.2 Significance of the internship  ............................................................................4

2. Company’s Profile ......................................................................................
E. LIST OF TABLES (if any) (DANH SÁCH CÁC BẢNG, BIỂU)
F. LIST OF FIGURES (if any) (DANH SÁCH CÁC HÌNH)
G. ABBREVIATION (if any) (CHỮ VIẾT TẮT)
H. MAIN PART OF REPORT (PHẦN BÁO CÁO CHÍNH)

1. INTRODUCTION 
1.1. Purposes of the internship 
1.2. Significance of the internship 
2. A BRIEF DESCRIPTION OF THE COMPANY/ ORGANIZATION/ CENTRE… 
This should include:

· The name of the company or organization, contact, form of ownership, business sector
· A detailed description of its activities: line of business, products and services offered

· Conclude with a brief summary of the goals of your internship project.

2.1. Organization (Describe the company’s organizational structure and management level( name, address, mission, goals/objectives, structure) 
· Show the organizational hierarchy

2.2. Functions & Business Activities (summary of the duties and responsibilities performed)
· What service or product does the company provide and what needs does it fill?

· Who are the potential 'customers' for its product or service and why will they purchase it from this company?

· How will this company reach potential customers?

· What seem to be its strengths and weaknesses? 

· Where might it expand – and where might it be falling behind the competition? 

· How did my internship project contribute to the overall goals of the company?

2.3 Detailed department description( where the student conducts internship (introduce team members, & supervisor with their positions – a picture may be optional)
· The function of the particular department in which you are working. 

· In addition, you should comment on your role as an intern and the consulting project that you intend to undertake, and whether or not the project is part of your internship of in addition to it. State the number of hours worked per week, where and when you were working, and the sorts of practical skills and tools used. How does an intern fit in and how will your consulting report be used?

2.4 Organization evaluation

· Assess the individual and organizational relationships observed during the conduct of work. Did everyone get along? Was the organization efficient? Was it effective? Explain possible reasons for efficiencies and/or inefficiencies, effectiveness or lack of effectiveness.

· Were you able to communicate with other employees effectively? Assess your verbal and writing skills. How would you characterize the leadership style of your direct supervisor? What did you like best and least about the work environment?

3. INTERNSHIP DESCRIPTION 
3.1. Specific tasks & Responsibilities: What I have done.  
This is the main part of the report. It should present the activities performed during the internship period.

· Describe working conditions and functions: Describe your typical working day (working hours), unusual working days (field trip, overtime) etc.
· Mention difficulties and challenges (familiarization with the new work, language / communication) etc.
· Who is your supervisor (include his/her name and his/her position)? Who are other team members or co-workers and what are their functions in relation to you?
· Explain your assigned internship tasks and what experiences you have gained throughout your training.
· Which working tools did you use?
· Describe and explain a special project you were (probably) working on and present the result of the project.
· Did you do some research? If yes, describe the research task and experiments you have done to solve the problem.
· Compare between theory (things you have learned at the university) and practice (things you did or observed at the company).
· Show some work samples that you have encountered/conducted at the company through graphs, pictures, data, drawings, or design calculations and include them in your report 
3.2. Experience learned from the internship: New skills acquired and skills improved 
· What kind of responsibilities were you entrusted with during the internship period?
· What skills and qualifications do you think you have gained from the internship?
· What already acquired skills are you reinforcing? 

· Did the internship meet your expectations?
· How do you think the internship will influence your future career plans? (In what ways is this experience modifying your ideas and plans toward a career?)
3.3 Management techniques observed 
· Discuss the method and skills of management acquired during the internship: experience in the management of finance, human resources, equipment, time….
3.4 Classroom skills employed 

· Discuss specific aspects of your major (theories, techniques, principles, etc.) that you applied during your work experience. (How do you think your internship activities are correlated with your university knowledge?)
· Compare between theory (things you have learned at the university) and practice (things you did or observed at the company).

· Does this experience give realistic meaning to any of your past or present studies or help you better understand them? 
3.5 The use of English language in the company

· How much of English is used in working routines?

3.6 Problems encountered 
· What were the main challenges/difficulties? How were they solved?
· What was done and not done? State the reasons why.
· How was the relationship with the internship supervisor and colleagues?
· Would you recommend this company for other students?
3.7 Lesson learned 
· Please detail what you learned from the internship, and provide an overview of the company from your perspective as an BA student soon to be seeking employment. How has your experience in this company had an impact on how you see yourself, any aspiration you may have to work in this industry, and the direction for your future career? 

Questions suggested to be answered

a. Do I have a better understanding of what this organization does?

b. Do I know more about the administration of work from my experience?

c. Have I improved my analytical as well as professional communication skills? Why or why not?

d. Did I fulfill my expectations as an intern?

e. Did I contribute positively to the work conducted by this organization?

f. What is the greatest lesson that I take away from this experience?

4. CONCLUSION

· Key conclusions derived from the internship experience in relation to your future career orientation
· Briefly state the strengths and weaknesses of your university curriculum when applied to the real world of work
· Your general impression of your internship experience 
· Would you recommend that other students within the Faculty of Foreign Studies have the opportunity to intern at this organization? Explain why or why not.

· What advice would you give to a student who is ready to start his/her internship assignment?

5. RECOMMENDATIONS
·  How the Internship Program Can Be Improved--List suggestions that you feel could improve the training received from your employer. Your suggestions as to how the internship program can be improved -- what's right with it and what's wrong with it. Discuss this from both the angle of the employer's responsibility and what you have seen.
·  Present suggestions on the core curriculum with the aim of improvement based on your internship experience
·  Present suggestions on knowledge and skills to be prepared at university for future career. What knowledge and skills which are not taught at university are in great need for work? What skills students are equipped with are insufficient or inappropriate for real working environment.

·  Present any suggestions that would help other students who wish to participate

 in an internship. (Identification of a firm, definition of duties, interaction with the firm, etc.)

 Advice to Future Interns -- Offer advice as to how to succeed in an internship now that you have completed one. (What students need to get well prepared for prior to taking internship?)

·  Other suggestions and recommendations
I. REFERENCES 
· Follow APA Standard. Reports that are found to be ill-referenced may be rejected( or disqualified. )

 K. APPENDIX (If any)

Appendix 1
You should consult multiple sources of published information to document your analysis, particularly in areas of industry size, growth trends, and challenges facing the industry. In addition, you should consult industry publications to inform your conclusions regarding competitive environment, external economic factors, technological factors, and regulatory and market concerns. 

Appendix 2

Sources and Citations (APA format)
Academic Integrity 

Students are required to:

-  Work independently on individual reports.

- Collaborating on individual reports is considered cheating.
 - Avoid plagiarism: Plagiarism is an act of fraud that involves the use of ideas or words of another person without proper attribution. Students will be accused of plagiarism if they:

+ Copy in their work one or more sentences from another person without proper citation.

+ Rephrase, paraphrase, or translate another person’s ideas or words without proper 
attribution.

+ Reuse their own assignments, in whole or in part, and submit them for another class.
Any acts of academic dishonesty will result in a grade of zero for the task at hand and/or immediate failure of the course, depending on the seriousness of the fraud. 

Other format requirements:
The report will be written in English( at least 10 pages, exclude cover, acknowledge, contents, references and appendix.(
Page layout:
Paper size: A4
Margins: Left = 3.5 cm, Right = Top = Bottom = 2cm 
Font size 13, Times New Roman

Spacing: 6pt (Before, After)

Line Spacing: Exactly 18

Deadline: The internship report must be handed on March 31st.
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