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	Semester:  Spring 2018 
	Time:	


	Course Description: 

Internship is an integral part of the curriculum which is intended to deepen the knowledge of students and further develop their skills in relation to the hospitality industry. This provides them the opportunity to apply the theories and concepts which they have learned in their classes and gain practical knowledge from an 
actual work setting.  To fulfil the academic requirements of the internship, students are required to submit an internship report, which would detail their individual experiences and learning insights in a professional manner. This document outlines the specific guidelines to help the students in completing the report requirement as well as to guide them in meeting the expected standards.  

Objectives:

The guidelines and standards outlined in this document are  devised to:

1. Allow students to contemplate on the learnings they have gained  from their internship; 
2. Guide students in organizing their thoughts and ideas; 
3. Guide students on how to write a professional report;
4. Provide a logical structure and standard format for the Internship Report Project; and,
5. Teach students proper referencing of sources of information.




							







Internship Report Guidelines

I. The Structure and Parts of the Report

The Internship Report should be structured in the following manner should consist of the following parts:

1. Title Page
2. Approval Sheet
3. Biographical Sketch
4. Acknowledgment (Optional)
5. Table of Contents
6. List of Tables (if any)
7. List of Figures (if any)
8. Introduction
9. Description of the Company (where internship was undertaken)
10. Description of Internship Responsibilities 
11. Challenges and Incidents Encountered 
12. Realizations/Learnings from the Internship
13. Summary and Recommendations
14. Appendices



	Report Format
	Specifications

	
Paper
	
White, A4 Size

	
Margins
	
Left Margin – 1.5 inches
Top, Right and Bottom Margins – 1 inch


	
Pagination
	
Preliminary Pages (Title Page, Approval Sheet, Biographical Sketch, Acknowledgement, Table of Contents, List of Tables, and List of Figures) should use Roman Numerals which starts from i, followed by ii, iii, iv and so on. Page numbers of the preliminary pages should be written at the center of the bottom of the page. The page number for the title page should be hidden.

For the main parts of the Report, use Hindu-Arabic Numerals. Page 1 should start on the Introduction. Write the page numbers on the right side of the bottom of the page. 


	
Spacing
	
Lines are double-spaced al throughout the paper, except for the captions of figures, which should be single-spaced.


	
Font
	
Font Style should be 12-point Times New Roman
For figure labels, use Arial


	
Approval Sheet
	
Please see attached page
Font Style is 12-Point Times New Roman
Should be signed by the Professor, SIHOM Department Chair and by the SIS Dean


	
Preliminary Pages
	
Biographical sketch should not be more than 300 words. Use 12-point Times New Roman

Acknowledgment section is optional.  


	
Table of Contents
	
Please see attached


	
Major Parts of the Report
	I. Introduction 
· Background of the Internship Program (e.g. what is the Internship about?, When and where?, What institutions are involved?, etc.)
· Objectives of the Internship 

II. Description of the Company
· Name and location
· Description of Organizational Structure
· Vision, Mission, Goals, and Objectives, etc.
· Products and Services
· Target Markets
· Description of the Workplace
· Other key information about the company
· SWOT Analysis of the Company

III. Description of Key Responsibilities
· Duties and functions
· Program of Activities (Daily Routines)
· Special Assignments

IV. Challenges and Incidents Encountered
· Problems and incidents experienced
· Problems and Incidents Handling

V. Realizations/Learnings from the Internship
· Knowledge learned
· Skills learned
· What went well and why (facilitating factors)
· What didn’t go well and why (hindering factors)

VI. Summary and Recommendations
· Summary of internship experience
· Recommendations (for other students who will take internship in the future, for the internship program, and for the company where the internship was undertaken)


	
Headings and Sub-Headings
	
The first level of heading is bolded and centered, and the first letter of each word in the heading is capitalized. The paragraph text should be typed on the following line and indented five spaces from the left.

The second level of heading is bolded and situated flush left, and the first letter of each word in the heading is capitalized. The paragraph text should be typed on the following line and indented five spaces from the left.

The third level of heading is bolded, indented five spaces from the left, and followed by a period. Capitalize only the first letter of the first word in the heading and of proper nouns. The first paragraph following this heading should be typed on the same line as the heading

Note: Students may modify the words used in the Headings and Sub-headings but the structure and required contents of the report should not be altered.


	Table Formats
	Table Titles should be flushed left of the pages as follows:

Table 1. Program of Activities
	Activities
	Schedule

	1. 
	

	2. 
	



Font size is 12-point Times New Roman

	Figure Labels
	
For figures (e.g. pictures, drawings, diagrams, charts), labels are placed at the center of the bottom of the figure.
Font style is 12-point Arial 


	Completed Draft of the Internship Report
	
Should be handed to an English professor for proof reading and editing and then handed to the Internship Professor and SIHOM Department Chair for final review. 


	Hardbound Copies
	
Upon compliance to the recommendations of the English professor, Internship Professor, and the SIHOM Department Chair and after it has been finally reviewed, the student can now print two copies of the report and have it hardbound. One copy will be for the SIHOM Department and One copy will be given back to the student.

The texts on front of the hard cover should be exactly the same with the texts written on the cover page (Please see attached for format)


The side of the hard bound copy should bear the following:

· Author (Name of Student) – write initials of First Name and Middle Name and write Surname in full (All Capitalized) on a single line
· Write INTERNSHIP REPORT (All Caps) at the center on a single line
· Then, write SIHOM and the year of completion, e.g. SIHOM 2018, on a single line 

The color of the hard cover should be Maroon and the font color should be Gold
 

	
Referencing
	
Referencing style should be APA format


	Appendices
	
This section may include:
· Photos
· Daily journal
· Certificate of Internship Completion
· Internship Performance Rating
· Sample Time Sheet,  etc.
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