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Internship & Career Development Center 

GUIDELINES FOR FORMATTING 

INTERNSHIP REPORT
GENERAL FORMATTING 
1. The report should be on A-4 size paper (hand-written for Business students) (CIT typed report).
2. For CIT report, a 1.25 cm margin is required on all sides.
3. The report should not exceed 6 pages excluding appendices, and 1 – 5below. 

4. Sections should be numbered using either Arabic or Latin numerals.

5. All figures and tables should be clear and neat and included in Appendix. Figure and table captions should be short and 
informative. They should be numbered with Arabic numerals and should conform to the sections that they are listed in. All tables and figures must be cited in the text before they appear in the appendix. 
6. Please study the criteria for evaluation the BBA report on the rubric attached.
REPORT SECTIONS
The report should include the following sections in the order given below:

1. Title Page 

The title page should include the following information:

1.1 The report title.

1.2 Student’s full name and I.D. number.

1.3 Student’s concentration and name of the College.

1.4 Semester and academic year.

1.5 Name of the internship provider

1.6 Names of the academic supervisor and field supervisor 

2. Table of Contents (½ page)
It should indicate the corresponding page number for each section.

3. List of Tables / List of Figures (½ page combine with page #2)

4. Acknowledgement (½ page combine with page #5)

It is dedicated to give credit to people who have contributed in the completion of the project.

5. Introduction (½ page)

A brief description on the structure of the company followed by the departments that you were assigned to work in. In addition, the subsequent sections shall be highlighted.

6. Executive Summary (½ page)

It is a brief (approx. 300 words) condensation of the report. It should summarize objective, tasks, achievements and major contributions.

7. Core Content ( maximum 3pages)
7.1 Evaluation of Corporate Resources
	Major
	Questions to be addressed by the students doing Internship

	Accounting
	Accounting major students should answer the following questions:

1. With regard to the corporation’s accounting cycle:

a. Does the corporation use a computerized or a manual accounting system?

b. If the system is computerized, what accounting software is used?

c. What are the source documents used in the accounting system?

d. What books are used in the corporation to record financial transactions?

e. Which set of accounting standards does the corporation use to report its financial performance?

2. With regard to the evaluation of corporation’s performance, based on the annual reports of the corporation for the last two years the student is required to prepare:

a. A trend analysis of the corporation’s performance.

b. Common size financial statements.

3. Regarding the corporation’s budgetary system:

a. What are the corporation’s budgeting procedures?

b. What is the role of each party participating in the budgeting process?

c. How the corporation uses the budgets to evaluate actual performance?



	Finance & Banking


	1. What are the company’s current financial objectives, strategies, policies and programs for the company’s development?

a. Are they clearly stated or merely implied from performance and/or budget?

b. Are they consistent with the company’s mission, objectives, strategies and policies?

2. How well is the company performing in terms of financial analysis (consider last 3 years of financial statements for ratio analysis, common-size statements and capitalization structure), How balanced, in terms of cash flow, is the company’s portfolio of products and businesses?

a. What trends emerge from this analysis?

b. Are there any significant differences when statements are calculated in constant versus reported Dirham (to check for inflationary impact)

c. What impact has these trends on future performance of the company?

d. Does your financial analysis support the company’s past and pending strategic decisions?

e. Does finance provide the company with a competitive advantage? Explain

f.  What is the role of financial manager in the management process?

	Marketing
	Evaluation of Corporate Marketing Resources: In this section Marketing Major Student must answer the following questions in relation to the organization, the internship is being held:

   

1. What are the corporation’s current marketing objectives, strategies, policies, and programs?

a. Are they clearly stated or merely implied from performance and/or budget?

b. Are they consistent with the corporation’s mission, objectives, strategies, and policies and with internal and external environment?

2. How well is the corporation performing in terms of analysis of market position and marketing mix in both domestic and international markets? What percentage of sales comes from foreign operations? Where are current products in product life cycle?

a. What trends emerge from this analysis?

b. What impact have these trends had on past performance? 

c. And how might these trends affect future performance?

d. Does this analysis support the corporation’s past and pending strategic decisions?

e. Does marketing provide the company with a competitive advantage?

3. How well does the corporation’s marketing performance compare with that of similar corporations?

4. Are marketing managers using accepted marketing concepts and techniques to evaluate and improve product performance? (Consider PLC, Market Segmentation, Market Research, and Product Portfolios)

5. Does marketing adjust to the conditions in each country in which it operates?

6. What is the role of Marketing Manager in the strategic management process?



	Major
	Questions to be addressed by the students doing Internship

	Management 

Management  


	1. Analyze the organization production system or service procedure (what are the resources, inputs, outcomes, and constraints?)

2. Analyze the quality planning and control activities in the internship organization (Describe the quality control activities throughout the life cycle of the product/service).

3. Analyze the work environment (Would you describe the work environment as pleasant, tough, neutral or threatening? Do other employees and managers appear to be happy and/or satisfied with their work? If not, why? Explain the reason(s) for your opinion; do you see any employee/personnel problems in the work environment? Give some examples of these problems. How were these problems handled or not handled? In your opinion, how would you handle them if you were the manager?).

4. Analyze the HRM activities in the company (i.e., recruitment, training, compensation, performance management)  

5. A comparison between any theory (things you have learned in the classroom) and practice (things you did or observed at the company).



	Computing & Information Systems
	1. A brief description of the chosen organization. Describe its business. identify some of the people, hardware, day-to-day software and network resources that are used in such an organization

2. What are the corporation’s current IS objectives, strategies, policies and programs?

a. Are they clearly stated or merely implied from performance and/or budgets?

b. Are they consistent with the corporation’s missions, objectives, strategies, and policies with internal and external environments?

3. How well is the corporation’s IS performing in terms of providing a useful data-base, automating routine clerical operations, assisting managers in making routine decisions, and providing information necessary for strategic decisions?

a. Does IS provide the company with a competitive advantage?

4. How does this corporation’s IS performance and stage of development compare with that of similar corporations? Is it appropriately using the internet, intranet and extranets?

5. Identify the appropriate concepts and techniques used by IS managers to evaluate and improve corporate performance? How do they build and manage a complex database, establish web sites with firewalls, conduct system analyses, and implement interactive decision-support systems?

6. Does this company have a global IS and internet presence? Does it have difficulty getting data across national boundaries?

7. Prepare a report for management on the security measures used currently and any (if required) additional measures required.


7.2 Tasks, Achievement and contributions to the company

Discuss your approach in tackling your set of tasks to meet your stated purpose and objectives. Elaborate on your contribution to the company and value added to your knowledge including how you applied business / IT concepts in the internship. The success or failure during the work should be discussed critically.

7.3 Conclusions and Recommendations (½ page)

As conclusion for your report: Make recommendations to improve the internship program and/or the relation with the industrial partners. 

    
7.4 References 
References to cited literature, if any, should be identified in the text and grouped after the last section in an appropriate standard format. 

7.5 Appendices

Appendices are for details that your reader may need in order to replicate your work. It should not be used as a “dumping” area for equations, figures, and data tables. 

IMPORTANT NOTE
The report should be proof read for grammar and typing errors before being submitted. Page numbers for sections 1 through 6 must be assigned in Latin numerals. Look at the evaluation criterion given in internship assessment of reports
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