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(Revised 2016)
Instructions:

1. Students are required to compose a full report of the industrial training. The report’s assessment will be based on the components listed below. 
2. The report is to be submitted WITHIN 1 WEEK after the internship (8th July 2016), along with a copy of your log book. Please show the logbook to the visiting lecturer during the week 15th or week 16th.
	a) Structure or report (Abstract, Objective, Figures & Tables, Language, Neatness, Completeness)

	b) Introduction to the organization & Duties and responsibilities executed

	c) Review and analysis on the achievement of training objectives

	d) Recognize the impact of the task assigned to the professional practices

	e) Conclusion & recommendation


English is the preferred medium and the report should include:

Introduction to the organization & Duties and responsibilities executed
· You need to explain first the organization's aims/vision/mission
· Then introduce the organization chart
· Then introduce the department you are currently attached under and what are their duties/responsibilities
· Then only explain the task that has been assigned to you so far. 
Review and analysis on the achievement of training objectives
· You need to review the course subject's objective (check proforma and course info)
· Then analyze it according to the task/activities done within the industrial training, did it achieve the objective?
Recognize the impact of the task assigned to the professional practices
· As per the task description you have provided in Section (1), you then need to further analyze whether how the task you have undertaken is useful for your professional practice.
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