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Report Content

1. Introduction

· Setting where the work was accomplished and the relation of the intern’s job to the entire work of the hiring organisation: the inverted pyramid organisation, moving from general information about the entire organisation to a specific description of the intern’s day-to-day environment.
· General information about the organisation (company’s name, location, products or services, size, financial worth, and so forth): obtained from public relations brochures, interviews, and company documents such as annual reports.

· The intern’s individual role as well as specific schedule within the organisation: What type of work was done? When? How did the intern fit into the overall organisational structure? A flow chart or hierarchy diagram would be appropriate here.

2. Description of internship

· A detailed account of the day-to-day activities of the workplace. Remember that it MUST be directly RELATED to your field of study!
· Descriptive and factual, saving evaluation and analysis for the subsequent section

· A log or journal: to be kept by the intern from the very beginning of the internship ( an invaluable record for the student when it comes to time to summarise the whole experience

3. Analysis and evaluation

· Describe the usefulness of your internship work in advancing your understanding of the translation-interpretation profession. What did you learn from this experience?

· Analyse your performance during the internship: What was good or bad about your experience? What was especially interesting? 

4. Conclusion

· What are your conclusions concerning your studies?

· Was your academic knowledge sufficient for the internship? What kind of knowledge did you lack? (Give an overall evaluation of your classroom training at Ho Chi Minh City Open University and how it prepared you for this position. What courses were most helpful to you on the job? What courses or areas could be enlarged or improved upon for training for this type of position?)

5. References

· Recommended referencing system: APA (American Psychological Association)

6. Appendices

· Supporting data for the text in the form of one or more appendices, such as data sheets, questionnaire samples, illustrations, maps, and charts.

Mechanics
 Layout guidelines

· Word limit: 1000-1500 words

· Font: Times New Roman (13 points)

· Typing: on one side of A4 paper only; line spacing: 1.5 lines

· Left margin: 3.5 cm; other margins: 2.5 cm

· Pagination (starting on the first text page): continuous and centered

· Justification of the right margin of the text; indention of each paragraph: five spaces

(*)  You can use this generic title or an idiosyncratic one.





PAGE  
2

