Council for Technical Education and Vocational Training
Pokhara Technical School 
Phulbari, Pokhara, Kaski
Purpose of Internship 

The Internship provides students an opportunity to undertake hands on experience in the real world of the hotel and tourism industry. In addition, it provides students with an understanding of how hospitality establishments operate. Please follow the format given in writing the Internship Report.  The report should demonstrate what student learned and accomplished during the internship. Students receive 500 Marks for the internship. The report should illustrate that the internship was appropriate with this level of effort and learning. 
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Some Important Issues for Report Writing:
· Do not use unnecessary long or unusual words or phrases (or use familiar words only)
· Use short or direct sentences with simple constructions.
· Presentation of each section should be in sequential order.
· Place charts, tables etc. properly in the report.
· Use the correct grammar, spelling, punctuation marks etc. in report.
· Only the things whatever you learn, seen and did hands on your practice in your training period should be systematically mention in your report (unnecessary and non-practical thing should be avoided)
· At the end of each chapter (esp. for operating department) you should give critique of the department based on your learning and experience.
· Report do not require so lengthy, because it should be just informative (from 50 to 100 pages are sufficient).
· The content of the report should different from one another even you worked in the same hotel.
· Do not use underline and italics(except in case of some typical term) throughout the body part of your report.
· Do not leave any blank spaces in the report; pages should be completely filled up with text or something else.



General Guidelines for the Report:
Font:
· Size: 16 for main topics and 14 for subtopics and 12 for normal texts.
· Style: Bold for topics and regular for text.
· Font Name: Times New Roman
Page Setup:
· Margin: 1 inch (top, right and bottom) 1.5 inch (left)
· Paper Size: A4
· Printing: Only one side of the paper is used for printing.
Pagination:
· Page numbers should appear in all pages except in the cover and title page
· Page numbers should be located at bottom margin and centered
· Page number in the preliminary part should be in Roma (like i, ii, iii...)
· Page number should be in Arabic like (1, 2, 3…..) in the body part of the report.
· Page number should not appear in the supportive part of the Report.
Paragraph:
· Line Spacing: 1.5 line spacing should be followed throughout the text.
· Alignment: Justified
· Paragraph should start two spaces below the topic.
Citation and References:
· APA (American Psychological Association) method for citation should be followed
· Citation should be alphabetically ordered and should have hanging indent.
Title:
· All main titles should be in title case
Binding Final Report:
· Hard binding or simple/spiral binding with transparent colorless plastic cover on both front and back side.

