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College Guidelines for Internship

Guidelines for Students

5

Each student is required to satisfactorily complete a minimum of 60 hours of internship.

The schedule for the internship must not overlap with the official college hours.

Students must select their internship assignment from options provided by the College.
The College has established several Memoranda of Understanding (MoU) with private
organizations to facilitate the completion of internship requirements. Internships must
be completed exclusively with these partnered organizations unless a student
secures an internship with a government entity or with a faculty member from
another college affiliated with Pataliputra University.

Each student is mandated to submit a consent form, duly signed and stamped by the
respective organization selected for the internship by him to the department.

Prior to beginning the intcx;rl§hip, students must obtain written permission/consent from
their respective department heads, using the prescribed format. One copy of this
form must be submitted to the department. Student may take two copies of this form
duly signed by the department head if internship provider asks for a consent letter from
the college. :

In case, student is willing to take up internship with ";‘some government
organization, it will be his responsibility to get a certificate from the organization
mentioning duration of the internship [in Hrs.] and grade apart from other
necessary information.

Upon completion of the internship, students must prepare and ,submit a
comprehensive internship report to their department, alongside the -certified

attendance sheet and an official internship completion certificate.

Guidelines for Internship Providing Entities

k.

Internship providing organizations are required to submit detailed information
regarding the nature, scope, structure, timing, and mode (i.e., offline or online) of the
internship to the NEP cell of the College prior to the conclusion of the internship period.
Failure to comply with this requirement will result in the automatic annulment of the
MoU with the College.

Each organization must maintain accurate records of student attendance. The issued

internship completion certificate must certify that the student has fulfilled the

minimum requirement of 60 hours as an intern.




3. The responsibility for evaluating intern performance rests solely with the internship

providing organization. Organizations must adhere to university guidelines specified in

the MoU, and the student’s grade must be explicitly stated in the internship certificate. N
Internship providing organization will submit their methodology of evaluation in
writing to the college.

4. It is incumbent upon the internship provider to implement effective measures to

prevent the issuance of duplicate certificates. The college must be informed in

writing about these precautionary and mitigation measures (e.g., barcode or unique
; certificate number).
5. Organizations are required to provide the College with details of all students
undertaking internships with them.
6. Internship providers must offer appropriate support to students for the preparation of |
their internship reports.
Guidelines for Department Heads

o

1. All Heads of the Department in the college should sign the consent letters submitted by

Bt

the student. It will be the responsibility of the departments to submit consent forms to
the NEP Cell of the college.
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a. Application for the internship request with the organization

b. Consent form to be submitted to the college

-
-

¢. Modified university guidelines

Copy to:
1. Principal
2. L.Q.A.C. Coordinator
3. All Departments
4. NCC Coordinator




To
The Manager/HR Officer

[Company Name]

[Company Address]

Date: jo isoug

Subject: Application for Internship Opportunity

Respected Sir/Madam,
I am a student of [Course Name and Semester]
currently enrolled ' at

[College/University Name],
and am writing to express my keen interest in pursuing an internship with your esteemed
organization. This internship would form an essential component of my academic curriculum
and practical learning as mandated by my institution. ‘

[ wish to apply for the internship position, as I am eager to gain valuable hands-on experience
in [Relevant Field/Department], enhance my skills, and
contribute positively to your organization. I firmly believe that training under your guidance
will provide the exposure necessary to complement my academic background.

My course requires a minimum of 60 hours of internship without any overlap with regular
college hours. I assure you of my sincere effort, dedication, and adherence to all organizational
protocols during the internship period. 2

Enclosed with this letter are my resume and the prescribed internship consent form from my
college for your kind perusal and approval. [ would be grateful if you could provide me an
opportunity to join as an intern and kindly grant permission by duly completing the required
formalities.

Thank you for considering my request. I look forward to your positive response.

Yours sincerely,

[Name]
[Roll Number/ID]

[Program & Semester]
[Contact Number]
[Email ID]




Patliputra University, Patna
Internship Consent and Information Form

To be filled by students and submitted to their concerned departments:

College Name:

Department:

1. Student Personal information

Name:

Gender: () Male () Female

Parent/Guardian Name:

Roll No. / Enrollment No.:

Class / Semester:

Contact Number:

Email ID:

2. internship Details

Name of Organization/Firm:

Organization Registration Number:

Organization Address:

Organization Contact Number:

Internship Start Date:

Internship End Date:

Total Duration (in hours):

3. Emergency Contact Details « % %

Name:

Contact Number:

Relation:

college /department responsible.

Student Signature:
Date:

5. Department Approval {For Office Use Only)
Head of Department/Principal/NEP Coordinator Signature & Seal:

Approval Date:
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Below 30 - F (Fail)
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