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STANDARD OPERATING PROCEDURE (SOP)
For Internship Programme — 5th Semester Students

1. Preparation of Internship Report

(a) The Head of the Department (HoD) of the concerned subject will notify at least two
mentoring classes for the mentors to guide students in preparing their internship reports.

(b) Assigned mentors will guide and assist each student in structuring and writing their
internship report, ensuring proper documentation and adherence to the prescribed format.

(c) Each internship report must include the following certificates:
- Certificate from the Mentor ( Annexure II )
- Certificate from the Head of the Department (HoD) ( Annexure I)
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For Research Internship must submit a certificate of originality

(d) In addition, students must attach a Certificate from the Supervisor or a Certificate of
Completion issued by the respective Internship Providing Organization (IPO)/Collaborating
Partner Organization (CPO).

2. Submission Process

(a) After the internship report is finalized, each student must submit the completed report to
the concerned HoD on or before 29.11.2025.

(b) The HoD will then prepare a consolidated list of mentors along with their allotted students
in the prescribed format (Annexure IV) and submit it to the Internship Cell via email
(internshipduliajancollege@gmail.com) by 01.12.2025.



3. Evaluation Process

(a) The Internship Cell will publish a department-wise schedule of presentation/viva-voce on
or before 03.12.2025 through the college notice board or website.

(b) On the day of the presentation/viva, each student must bring the following:
- Original Certificates (Supervisor/IPO)
- Admit Card
- Forwarding Form
- PowerPoint Presentation (PPT) in soft copy

(c) Time allotment for presentation:
- Individual presentation: 15-20 minutes
- Group presentation: 30-35 minutes ‘
*Group presentations are permitted only for a maximum of two students, provided they ‘
belong to the same department and have undertaken their internship under the same IPO.*

(d) Group students must submit individual internship reports even if their presentation is
combined.

Note: All departments and students are required to strictly adhere to the above guidelines to
ensure smooth completion, submission, and evaluation of the Internship Programme for the
5th Semester.
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ANNEXURE I
DULIAJAN COLLEGE

Duliajan - 786602, Assam
DEPARTMENT OF [Name of Department]

CERTIFICATE

This is to certify that Mr./Ms. [Student’s Full Name], a student of B.A./B.Sc./B.Com [Subject] (5th
Semester), Duliajan College, has successfully completed the Internship Programme under the
guidance of [Name of IPO/CPO or Organization] during the academic session [2025-2026].

The internship report titled “[Title of the Report]” submitted by the student is an original work
carried out under the Internship Cell of Duliajan College.

This report fulfills the partial requirement for the B.A./B.Sc./B.Com [Subject] course as per
Dibrugarh University guidelines.

Date:
Place: Duliajan College

(Head of the Department)
Department of [Subject]
Duliajan College

(With Seal)



ANNEXURE 11

DULIAJAN COLLEGE

Duliajan - 786602, Assam
DEPARTMENT OF [Name of Department]

MENTOR'’S CERTIFICATE

This is to certify that Mr./Ms. [Student’s Full Name], a student of B.A./B.Sc./B.Com [Subject] (5th
Semester), Duliajan College, has successfully completed the Internship Programme under my
guidance and supervision during the academic session [Year-Year].

The internship report titled “[Title of the Report]” submitted by the student is based on the work
carried out during the internship period and reflects sincere effort, active participation, and keen
interest in learning.

I hereby recommend this report for evaluation and acceptance as per the requirements of
Dibrugarh University.

Date:
Place: Duliajan College

(Mentor)

Department of [Subject]
Duliajan College

(With Seal)



ANNEXURE 111

INTERNSHIP WORK TITLE

An Internship Report submitted for partial fulfilment of FYUGP
requirements for the award of Bachelors Degree under :

(University Name)
Prepared and submitted by:
NAME OF STUDENT:
UNIVERSITY ROLL NO.:
SAMARTH ENROLMENT NO.:
PROGRAM (BA/ B.Sc./ etc): SEMESTER: SESSION: 2025-26

NAME AND ADDRESS OF INTERNSHIP PROVIDING ORGANISATION

(If any):

NAME OF INTERNSHIP SUPERVISOR:

NAME OF INSTITUTIONAL MENTOR:

DEPARTMENT OF

(NAME OF THE COLLEGE)

(ADDRESS OF THE COLLEGE)



ANNEXURE IV

Name of the Mentor :

Date of presentation : ( to be filled by Internship Cell )

SI. No. Name of the students | Roll number Samarth ID

Name and Signature of the Head of the Department

(use separate page for each mentor )
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