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Summer Internship Guidelines 

Batch 2024-26 

 

Jaipuria Institute of Management 

Summer Internship Program (SIP) Guidelines: 

The Summer Internship Program (SIP) is a 6-credit course conducted in a company under the 

guidance of an organizational mentor and a faculty mentor. 

 

1.1 Duration and Structure 

Duration: The summer internship will last for a period of 6 to 8 weeks, based on the project or 

organizational requirements. Students are expected to develop a sound understanding of the 

organization, its functioning, and the project assigned. They must adhere to the action plan under 

the close supervision of both their faculty mentor and the organization’s mentor. 

1.2. Conduct and Disciplinary Actions 

1.2.1 Change of Organization: No student will be allowed to leave the company mid-internship 

or switch to another organization. This will lead to disciplinary action, including cancellation of 

the summer internship and an F grade in SIP. All placement assistance will be withdrawn in such 

cases. 

1.2.2 Leave Policy: Leave during the SIP will be governed by the rules and regulations of the 

organization. For every absence, pre-approval from the organization’s mentor is required. The 

institute will not play a role in leave sanctioning; this will be strictly governed by the 

organization’s policies. 

1.2.3 Professional Conduct: Students are required to be punctual, maintain professional conduct, 

and adhere to the code of conduct of their respective SIP organizations, including any dress code. 

1.2.4 Misconduct: Any student found engaging in misbehavior, unethical conduct, or the 

disclosure or misuse of data, documents, resources (such as letterhead, telephone, and stationery), 

or sharing financial and confidential information with outside sources shall be subject to 

disciplinary actions. The CMC committee (comprising the Chairperson of CMC, Placement Head 
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of CMC, SIP SPOC of campus, and nominated faculty members) will determine the appropriate 

actions. These may include termination of the SIP, allocation of an F grade in SIP, or withdrawal 

of placement assistance. 

1.3 Stipend and Certification: Non-payment or delays in stipend, the release of the SIP 

completion certificate, and reimbursement of any expenses incurred during the SIP are solely at 

the discretion of the company. Any queries related to these matters should be routed through the 

Career Management Cell (CMC) only. Under no circumstances should candidates reach out 

directly to company officials. 

1.4 No Dues Certificate: Students must obtain and submit a No Dues Certificate from the 

company (if they require so after handing back the assets issued by them) after completing the 

summer internship. 

1.5 Social Media Conduct: Students should refrain from posting any derogatory content about 

the organization on social media and should avoid adverse discussions on all platforms. If the 

organization charges any student with such offenses, suitable disciplinary proceedings will be 

initiated. 

1.6 Reporting Requirements: Students are required to submit the desired report and annexures 

through Moodle, adhering strictly to timelines. A mid-review of internship progress will be 

conducted by the faculty mentor through physical or Zoom interaction, to be completed within 

20-25 days from the commencement of the SIP. This review will carry a weightage of 10%. It is 

the student's responsibility to initiate and plan this meeting after discussing it with the faculty 

mentor. 

1.7 Project Reporting: In cases where similar projects are assigned to multiple students, each 

student must submit a separate report, and evaluations will be conducted accordingly. While the 

topics may be the same, each report should focus on different issues, parameters, or factors. 

1.8 Selection process for SIP: The selection of a student for a company is facilitated by the CMC. 

Once the SIP is finalized by CMC, under no circumstances will a change of company or location 

be allowed without obtaining necessary clearance from both the company and the CMC. Students 

must submit a formal request for any such changes, which will be evaluated by the CMC 

committee. If the committee is not convinced, they may deny the request, and the student will be 

required to join the internship as allocated by the institute. 

1.9 Pre-Placement Offers (PPO): If a student receives a Pre-Placement Offer (PPO), they should 

request their supervisor or the company HR to inform the institute in writing. Students should 

avoid discussing any PPO-related issues directly with the company; the concerned HR should be 

requested to communicate with the CMC. 
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1.10 Building Relationships: All students are advised to establish a good rapport with their 

supervisor and request them to be an industry mentor during the second year as well. This will 

help them prepare better for the placement process. 

1.11 Evaluation Participation: It is mandatory for all students to participate in all evaluation 

activities of the Summer Internship 

 

The Summer Internship Program (SIP) is a 6 credit course to be done in a company under the 

guidance of organisation and faculty mentor. 

 

2.0 : Reporting Structure and Summer Internship Program (SIP) 

The students have to update required information on moodle from time to time. The time lines for 

desired information and various evaluation components will be as follows:        

 

Annexure 

 No. 
Anx. Activity 

Weightage 

in 

Evaluation 

Action Timeline 

Anx-1 Preliminary 

Report 

None Submission by Student on 

Moodle. 

07 Days from joining 

Anx-2 Brief about 

Project Assigned 

or Problem 

identified. 

None Submission by Student 

Moodle 

14 Days from joining 

Anx-3 Mid Review with 

Faculty Mentor 

10% Student to facilitate a 

physical/virtual meeting 

with their faculty mentor 

for discussion/review and 

suggestions. 

20-25 Days from 

joining 

Anx-4 SIP Presentation 

to Faculty 

Mentor / Panel 

10% Detailed guidelines 

mentioned in end. 

Within 2 weeks from 

the commencement of 

4th Trimester. 
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Anx-5  SIP Report 

evaluation by 

Faculty Mentor  

10% Detailed guidelines 

mentioned in end. 

Within 4 weeks from 

the commencement of 

4th Trimester. 

Anx- 6 SIP Pitching to 

External Experts 

15% Detailed guidelines 

mentioned in end 

Within 4-5 weeks 

from the 

commencement of 4th 

Trimester 

Anx- 7 Evaluation by 

organization’s 

mentor 

20% Details of evaluation 

mentioned in end 

Within 1 month from 

SIP completion. 

Anx-8 SIP Presentation 

to Industry 

Experts 

25% Evaluation by Industry 

Experts  

Within 6-7 weeks 

from the 

commencement of 4th 

Trimester 

Attendance 

in SIP 

Workshop 

8-10 hours of 

Summer 

Internship 

workshop.  

10% • 100% attendance shall 

get the FULL marks. 

• Absenteeism in any 

session without valid 

reason & prior intimation 

shall attract ZERO marks. 

2 weeks before the 

commencement of 

SIP / as per Academic 

Calendar 
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Annexure 1- Preliminary Report 

Submission Timeline – Within 7 days from joining  

S.No. Particular 
Details  

(to be filled by student) 

1 Name of the Student   

2 Enrolment No.   

3 Date of Joining   

4 Date of Completion   

5 Organization   

6 Location of the SIP   

7 Details of Mentor assigned by organisation 

 ▪ Name   

 ▪ Email-Id   

 ▪ Department   

 ▪ Designation   

 ▪ Contact No.   

8 Details of Reporting HR of organisation  

 ▪ Name   

 ▪ Email Id   

 ▪ Designation   

 ▪ Contact No.   

9 

Summary Report of 1st week 

( Words Limit 200 to 300 only ) 

Key points in bullet to be mentioned 
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Annexure 2- Brief about Project Assigned or Problem identified. 

Submission Timeline- 14 days from joining 

S.No. Particular Details (To be filled by students) 

1 Enrolment No.   

2 Name of Student   

3 Organization   

4 Task or Job Assigned  

OR  

Objective / Problem identification of SIP 

(3-5 bullet points) 

(depending on whether the SIP is Research 

Based or Non-Research Based)   

5 General understanding of industry and the 

firms environment related to the project 

 Using PESTLE and SWOT analysis 

(Word limit 800 - 1000)   

6 Major Clients of the firm (Word limit 300-

500)   

7 Major Product/Services offered by firm.   

8 Major Competitors of the firm using 

competitors mapping (Word limit 500-

800)   

9 Organization structure of firm mentioning 

hierarchy and functions  

10 Major Financials of Organisation (like 

Annual Turnover, growth, profitability, 

share price etc.    

11 Corporate Social Responsibility (CSR) 

and Sustainability initiatives of 

organisation (Word limit- 300-500)   
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Annexure 3- Mid Review by Faculty Mentor (Weightage in SIP Evaluation-10%) 

 

Timeline- 20-25 days from joining  

Particular Max Marks (100) 

Overall Understanding of Organisation. 20 

Overall understanding of Industry and competitors. 20 

Clarity of Job Responsibilities / Objectives/problem identification of 

project assigned in SIP 

30 

Clarity and rigor of plan to achieve the desired objectives. 30 

Total Max Marks 100 

 Indicative guidelines for Mid Review by Faculty Mentor 

It is the responsibility of student to reach out to their faculty mentor on regular basis and seek their guidance 

during SIP. It is the responsibility of student to reach out to faculty mentor and schedule a physical or 

virtual meeting as suited within 20-25 days from joining.  

 

During the meeting, the faculty will probe students on their understanding of their organisation, clarity 

about industry and competitors. The faculty mentor will ask questions based on information submitted by 

students on moodle as per Annexure-2. Students will also be probed in detail about their SIP objectives or 

projects assigned to them. 

 

The entire discussion can last for 30-45 minutes, and towards the end faculty should provide suggestions 

on how to add more rigor to the job assigned and how more contribution can be done in the project assigned. 

 

The objective of Mid Review will be to ensure that the work flow structure and approach of student is 

suitable. Faculty mentor can suggest ways  to make the work more rigorous and outcome driven. 
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Annexure 4 - SIP Presentation and Pitching to Faculty Mentor  

(Weightage in SIP Evaluation-10%) 

Timeline- Within 2 weeks from the commencement of 4th Trimester.  

Particular Max Marks (100) 

Overall Understanding of Organisation. 5 

Overall understanding of Industry and competitors. 5 

Clarity of Job Responsibilities / Objectives/problem identification of 

project assigned in SIP 

20 

Clarity and rigor of plan to achieve the desired objectives. 20 

Quality of SIP Pitching to faculty 3 minutes maximum 20 

Communication  15 

Confidence  15 

Total Max Marks 100 

 Indicative Guidelines for SIP Presentation and Pitching to Faculty Mentor 

 

In the 2nd week SIP presentation and Pitching will be scheduled with faculty mentor. The students 

should be adhere to following guidelines: 

• The students have to mail their SIP Pitching in about 500-800 words at least 2 days before 

the scheduled presentation. 

• Time duration for presentation 10-12 minutes. 

• Students should be dressed in formals. 

• Presentation should have 6-8 slides maximum. 

• Slides should cover  

• Name of organization with location 

• Problem/objective of SIP or task handled during project 

• Methodology or activities done to accomplish the task 

• Major findings or observations 

• Recommendations  

• Learnings 

Once the presentation is done, the mentor will ask questions related to SIP and will provide 

suggestions for improvement. The Q&A round can last for around 10-12 Minutes. Critical analysis 

of work done followed by points for further improvement should be the focus. 

Towards the end, the student should be asked to present a SIP Pitch for max 3 min, on which quick 

feedback should be provided. Inputs should be provided on written Pitch and the student should be 
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asked to do needful changes in the word file and share the improved/corrected version with mentor 

in next 2 days. 

This activity will ensure that students get the desired inputs before they present their SIP work before 

Industry experts.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



10 

 

Annexure 5 - SIP Report evaluation by Faculty Mentor  

(Weightage in SIP Evaluation-10%) 

 

Timeline- Within 4 weeks from the commencement of 4th Trimester.  

Particular Max Marks (100) 

SIP Objectives / Job Description & Responsibilities / Approach towards 

task Data Sufficiency (Primary vs Secondary) 

10 

Quality of Data Analysis / Analysis of job done 20 

Presentation of Data Analysis 20 

Quality of recommendations provided to organisation 15 

Quality of learning mentioned in Report 15 

Overall quality of the Summer Internship Report 20 

Total Max Marks 100 

 Indicative Guidelines for Report Evaluation 

 

Since SIP is not only a crucial part of PGDM program but it also plays a very critical role during 

Placement Interviews as well. Hence, the above parameters and weightages have been assigned to 

ensure that the students puts in adequate efforts to add quality to their work. It is strongly 

recommended that the students should make use of Data Visualization techniques to present their 

findings in a more attractive and engaging manner. Similarly, students should avoid giving generic 

recommendation and should relate their recommendation to findings during SIP.  
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Annexure 6 - SIP Pitching to External Experts 

(Weightage in SIP Evaluation-15%) 

 

Timeline- Within 4-5 weeks from the commencement of 4th Trimester. 

Particular Max Marks (100) 

Clarity of Objectives/problem identification of project assigned in 

SIP 

20 

Clarity and rigor of plan to achieve the desired objectives. 20 

Quality of recommendation made. 20 

Overall contribution in SIP 20 

Articulation of SIP story 20 

Total Max Marks 100 

 Indicative Guidelines for SIP Pitching to External Experts 

 

In the 4-5th week SIP Pitching will be scheduled with external experts. The students should 

be adhere to following guidelines: 

• Time duration for pitching 2-3 minutes, followed by quick feedback from expert. 

Total time allocated to each student will be 5 minutes maximum. 

• Students should be dressed in formals. 

• Pitch should cover  

• Name of organization with location 

• Problem/objective of SIP or task handled during project 

• Methodology or activities done to accomplish the task 

• Major findings or observations 

• Recommendations  

• Learnings 

This activity will ensure that students get the desired inputs from experts as well before they 

present their detailed SIP work before Industry experts and later to recruiting companies.  
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Annexure 7 - Evaluation by organization’s mentor  

(Weightage in SIP Evaluation-20%) 

Timeline- Within 1 month from completion of SIP (responsibility respective SPOC) 

Name of Organisation: 

Name of Student: 

Enrolment No. of Student: 

S.No 
Particular Max Marks (100) 

1. Quality of Work – Demonstrates accuracy and 

thoroughness; displays commitment to excellence; looks for 

ways to improve and promote quality; shows good attention 

to detail. 

20 

2. Job Knowledge and Competency – Competent and has the 

required skills and knowledge; keeps abreast of current 

developments in field; requires minimal supervision. 

20 

3. Proactive Learning – Shows an openness and eagerness to 

learn accepts feedback and applies feedback to improve 

performance; open to new ways of doing things. 

20 

4. Attitude/Professionalism – Is positive about the company, 

team, peers, and management; displays positive outlook and 

pleasant manner; takes a solution-focused approach to 

problems; maintains self-control under stressful situations. 

Exhibits punctuality & professional behaviour 

20 

5. Initiative/Leadership Skills – Seeks increased 

responsibilities; undertakes self-development activities; 

takes independent action and calculated risks; effectively 

deals with issues before they become problems; asks for 

help when needed. 

20 

 Total Max Marks 100 
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Other Overall Comments (If any): 

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________ 

Organisation’s Mentor’s Name and Signature 

 

 

 

 

 

Date:                ___________________________________ 

 

Company Seal:         

 

 

Important Instructions:  

 

• You are requested to fill the form based on the contribution made by the student during 

the course of internship. 

• This document is highly confidential & to be given to the student in the sealed envelope 

of Jaipuria provided along with this form. 
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Indicative guidelines for Annexure 7 

Students should be asked to collect Annexure 7 in an envelope of institute. They have to get this filled by 

their organisation’s mentor in the last week their SIP. Request mentor to seal and hand over the same to 

students. Once the student joins back the institute they should hand over the sealed envelope to CMC. 

In case any student is found engaged in fraudulent practice in context of Annexure 7, 50% of marks 

obtained in SIP will be deducted and no representation from student will be entertained in this regard. 

In case the mentor refuses to hand over Annexure 7 to students, the student is required to inform CMC 

about the same. In all such cases respective CMC SPOC will follow up with company for completion of 

same. 
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Annexure 8 - SIP Presentation and Pitching to Industry Expert  

(Weightage in SIP Evaluation-25%) 

 

Timeline- Within 6-7 weeks from the commencement of 4th Trimester.  

Particular Max Marks (100) 

Overall Understanding of Sector/Industry 5 

Clarity of Objectives/problem identification of project assigned in SIP 15 

Clarity and rigor of plan to achieve the desired objectives. 15 

Overall contribution to organisation during SIP 15 

Quality and Relevance of Recommendations  10 

Communication  15 

Confidence  15 

Quality of SIP Pitching (3 minutes maximum) 10 

Total Max Marks 100 

 Indicative Guidelines for SIP Presentation and Pitching to Industry Expert 

 

In the 6th-7th week from commencement of 4th Trimester SIP presentation and Pitching will be 

arranged with Industry Expert. This can be done in physical/virtual mode based of 

availability/suitability of industry experts. It is important that the students are assigned expert from 

related domain so that the expert can critique the work done and provide relevant/meaningful 

suggestions as well. To facilitate the same information related to domain and sector should be 

collected from students before approaching the experts. For example students may have done their 

SIP in Marketing domain, and further in banking, FMCG , consumer durable etc. This information 

can be clubbed further to invite relevant guest for presentations. Students need to adhere to following 

guidelines:  

 

• Time duration for presentation 10-12 minutes. 

• Students should be dressed in formals. 

• Presentation should have 6-8 slides maximum. 

• Slides should cover  

• Name of organization with location 

• Problem/objective of SIP or task handled during project 

• Methodology or activities done to accomplish the task 

• Major findings or observations 
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• Recommendations  

• Learnings 

Once the presentation is done, the expert will ask questions related to SIP and will provide 

suggestions for improvement. The Q&A can last for around 10-12 Minutes. Critical analysis of work 

done, followed by points for further improvement should be the focus. 

Towards the end, the student should be asked to present a SIP Pitch for max 3 min, on which quick 

feedback should be provided.  

This activity will ensure that the students gets desired inputs from expert and are better prepared to 

face Placement processes. 

 

 

3.0  Submission Deadlines and Formatting Guidelines for SIP Report: 

3.1 Deadline for report submission- Hard copy of SIP report should be submitted in 

PMC within 4 weeks from “1st day of 4th trimester/completion of SIP whichever is earlier’. 

Before taking, the printout for binding the soft copy should be checked on TURNITIN for 

plagiarism. Without Plagiarism report, the SIP report will NOT be submitted.  

 

3.2 Color coding of hard copy SIP Report (Program wise): 

For PGDM – Black Color Binding 

For PGDM (FS)/ PGDM (SM) - Maroon Color Binding 

For PGDM (RM)/- PGDM- (Marketing) Green Color Binding 

 

3.3 Formatting Guidelines: 

Font Name: Times New Roman 

Font Size: 12 for main body 

Main Title :16  

Sub- Title -14 

Margin: 1 inches on each side 

Table and Figures: Centre Align 

Line spacing: 1.5 

Page No: 35 to 70 Maximum 

Alignment: Justified for main content 
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3.4 Penalty for not submitting report on time: There shall be “one” grade drop for delay 

of every “THREE” days OR part thereof. SIP grade will not be brought down below 

grade “C” due to grade drop.   

 

3.5 In certain cases, exemption may be given for the Summer Training Completion 

certificate by the organization and the reports may be submitted without the same 

leaving a blank page in SIP report. The issuance of SIP completion certificate will be 

done by CMC. 

   

3.6 It is advised to make 3 Hard Copies of  SIP report, 1 each for Institute, organisation  

and student. 

 

4.0 Content and flow of SIP Report 

Following instructions, guidelines should be used while making a SIP Report. These are indicative 

and anything beyond/in addition that adds value to SIP should be added as well. 

4.1. Title Page {Use Standard Format as per Annexure (A)}  

4.2. Certificate from Faculty Mentor {Use Standard Format as per Annexure (B)}  

4.3. Certificate from Company {Use Standard Format as per Annexure (C)}  

4.4. Student Declaration {Use Standard Format as per Annexure (D)}  

4.5. Acknowledgement  

4.6. Executive Summary: This should be written very carefully in around 2-3 pages covering the 

job assigned, job approached, major findings, recommendations and learning. This should be a 

perfect summary of what student has done in his/her SIP. This will be the base document, which 

should be used to present your internship work in SIP pitching and to recruiters (during final 

placement) as well. This should be written in most impressive and impactful manner. Research 

reports from big four consultants or any good research report may be referred, to better understand 

the coverage and content of executive summary. 

4.7. Table of Contents  

4.8. List of Tables  



18 

 

4.9. List of Figures  

4.10. Chapters  

Largely the job/task assigned can be Research based or Non Research based. 

Research based SIP: 

This will include all internships wherein, the students is required to identify/assigned some 

problem to probe further. The student will be required to explore secondary data and collect 

primary data with the help of various data collection techniques (like questionnaire, focus group 

discussions, in depth interviews etc. For all such internships, the tentative structure will be as 

follows :( this is indicative only and anything, which adds value, should be incorporated):  

Chapter 1 INTRODUCTION (will provide an overview of entire SIP, details of every 

heading should be provided in subsequent chapters. 

1.1 Problem Statement (This will include the problem identified/chosen for study) 

1.2 Rationale of the Problem: This should cover why this problem should be studied in detail and 

what may be the benefits of the same. 

1.3 Methodology: will cover the secondary data collected and analysed. The data collection 

technique used and the sampling plan.  

1.4 Scope of the Study: This will cover the applicability of study. 

 

Chapter 2 DETAILS OF THE ORGANIZATION (1500 – 2000 words) 

2.1 Company Overview 

2.2 General understanding of industry and the firm’s environment related to the project using                                 

PESTLE and SWOT analysis (words limit 800-1000) 

2.3 Major Clients of the firm (words limit 300-500) 

2.4 Major Product of the firm covering Product Mix analysis 

2.5 Major Competitors of the firm using competitors mapping (words limit 500-800) 
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2.6 Organization structure of the firm mentioning hierarchy and functions 

2.6 Financial snapshot of company: The data should be assessed from the latest Annual Reports 

of company (wherever applicable). In 1 page all such data should be presented in a tabular format.  

2.7 Sustainability initiatives: One page should summarise the sustainability initiatives taken by 

company (wherever applicable). This information is available in annual report or a separate 

sustainability report.   

Chapter 3 Approach Methodology (each heading has to be explained in detail, generic 

explanation should be avoided and only specifics to be covered) 

3.1 Problem Statement (This will include the problem identified/chosen for study) 

3.2 Type of research: Type of research used in the study to be explained. 

3.2 Rationale of the Problem: This should cover why this problem should be studied in detail and 

what may be the benefits of the same. 

3.3 Methodology: will cover the secondary data collected and analysed. The data collection 

technique used and the sampling plan. For all secondary data, proper referencing should be 

provided.  

Chapter 4 Analysis & Outcome 

4.1 Choice of Data Analysis Techniques: Brief Description of the Choice of Techniques Utilized 

and Justification 

4.2 Outcomes and Interpretation of Outcomes: Present a consolidated representation of result of 

the analysis, avoid using unnecessary graphs and diagrams. The interpretations should be 

explained in detail with possible implications/utility for company. 

Chapter 5 Conclusion & Learning Outcome 

5.1 Brief Description of Recommendations: The recommendations should be specific and related 

to outcome of study done. Avoid giving generic recommendations. 

5.2 Learning from the project 

5.3 Limitation of the Project: Any limitations or constraints, which lead to dropping certain issues 

or cutting down the size/scope, should be covered here. 
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5.4 Scope of further Work 

6. References 

7 Appendices 

8 Hard copy of plagiarism report generated by TURNITIN   

For Non Research based SIP: On – The – Job 

A student may be assigned a work in internship, which may not require any formal research (data 

collection, analysis etc.). Some examples may be: 

a) Visiting dealer/retailers or any intermediary on daily basis for product placement, product 

awareness etc. 

b) Calling existing or prospective customers/ or prospective channel partners on daily basis. 

c) Other similar situations 

In all above situations, the students are expected (if possible) to add a research element as well. 

This will enhance the value created during SIP after due discussion with their industry mentor 

with proper justification. Few questions may be framed and data should be collected on those 

points in every visit or in every call. 

In case for some reason they are not able to collect any data, they have to rely very heavily on 

their observations in every visit and collate it logically for clarity. 

SPECIMEN FORMAT FOR NON-RESEARCH REPORT  

1. Title Page {Use Standard Format as per Annexure (A)}  

2. Certificate from Faculty Mentor {Use Standard Format as per Annexure (B)}  

3. Certificate from Company {Use Standard Format as per Annexure (C)}  

4. Student Declaration {Use Standard Format as per Annexure (D)}  

5. Acknowledgement  

6. Executive Summary: This should be written very carefully in around 2-3 pages covering the 

job assigned, job approached, major findings, recommendations and learning. This should be a 

perfect summary of what student has done in his/her SIP. This will be the base document, which 
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should be used to present your internship work in SIP pitching and to recruiters (during final 

placement) as well. This should be written in most impressive and impactful manner. Research 

reports from big four consultants or any good research report may be referred, to better understand 

the coverage and content of executive summary. 

7. Table of Contents 

8. List of Tables  

9. List of Figures  

10. Chapters  

 

Chapter 1 INTRODUCTION (will provide an overview of entire SIP, details of every 

heading should be provided in subsequent chapters. 

1.1 Task assigned (This will include the task assigned during internship) 

1.2 Rationale and relevance of task: This should cover the importance of task for organisation like 

it may relate to customer acquisition, cold calling to prospects, visits to intermediary etc. 

1.3 Methodology: will cover the scope of study, how many visits were planned, how many 

visits/calls for each day, expected outcome, process followed etc. 

Chapter 2 DETAILS OF THE ORGANIZATION (500 – 2000 words) 

2.1 Company Overview 

2.2 General understanding of industry and the firm’s environment related to the project using                                

PESTLE and SWOT analysis (words limit 800-1000) 

2.3 Major Clients of the firm (words limit 300-500) 

2.4 Major Product of the firm covering Product Mix analysis 

2.5 Major Competitors of the firm using competitors mapping (words limit 500-800) 

2.6 Organization structure of the firm mentioning hierarchy and functions 
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2.6 Financial snapshot of company: The data should be assessed from the latest Annual Reports 

of company (wherever applicable). In 1 page all such data should be presented in a tabular format.  

2.7 Sustainability initiatives: One page should summarise the sustainability initiatives taken by 

company (wherever applicable). This information is available in annual report or a separate 

sustainability report.   

Chapter 3 Approach Methodology (each heading has to be explained in detail, generic 

explanation should be avoided and only specifics to be covered) 

3.1 Tasks to be performed 

3.2 Detailed Analysis of the Task 

3.2 Approach of performing Tasks: Based on task assigned student should create some 

tables/templates to present their work in a structured manner. Like, if a student has been assigned 

to visit retail counters on daily basis some information which may be collected from every retailer 

will include: 

a) Name and address of establishment 

b) Size 

c) Presence of other brand in category 

d) Brand visibility/display. 

e) Catchment area etc. 

(Tables in excel should be created to capture such data systematically) 

The above is indicative only. More points can be added after due discussion with faculty mentor  

If the job assigned in calling prospects/stakeholder, some points can be: 

a) Details of contact 

b) Time of call 

c) Duration of call 

d) Queries raised during discussion 

e) Major objections 

f) How you will rate your pitch (out of max 5 or 10 marks) 
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g) What I could have done better 

h) Number of follow ups required for conversion 

All above/such details should be captured for every call made. 

(Tables in excel should be created to capture such data systematically) 

The above is indicative only. More points can be added after due discussion with faculty mentor  

3.3 Final Conclusion of Tasks: Summary of what all has been done in SIP and what was the 

outcome. 

Chapter 4 Analysis/observations & Outcome 

4.1 Analysis/Observations: Any analysis which can be done should be covered here, all major 

observations during the study to be presented here only.  

4.2 Outcomes and Interpretation of Outcomes: Give a Consolidated Representation of Result. The 

interpretations should be explained in detail with possible implications/utility for company. 

Chapter 5 Conclusion & Learning Outcome 

5.1 Brief Description of Recommendations: The recommendations should be specific and related 

to outcome of study done. Avoid giving generic recommendations. 

5.2 Learning from the project 

5.3 Limitation of the Project: Any limitations or constraints, which lead to dropping certain issues 

or cutting down the size/scope should be covered here. 

5.4 Scope of further Work 

6. References 

7 Appendices 

8. Hard copy of plagiarism report generated by TURNITIN   
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Annexure (A) 

Front Cover Format 

 

Project Title 

Summer Training Project Report submitted in partial fulfilment of the requirements for 

the 

Post Graduate Diploma in Management 

Or 

Post Graduate Diploma in Management (Name of Sectoral Program) 

At 

Jaipuria Institute of Management, Lucknow 

By 

Name of the Student 

Enrolment. No 

Prof. Name of Faculty Mentor 
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Annexure (B) 

 

 

 

 

TO WHOMSOEVER IT MAY CONCERN 

 

 

 This is to certify that the Summer Project Study Report, Titled “……………………………. 

……………………………………………………………………………………. submitted by 

Mr./ Ms. ………………………….………………. as partial fulfilment of the requirements for 

the two year PGDM (2023-2025) is a bonafide work carried out by the student at our Institute.  

 

This Summer Project Study is his/her original work and has not been submitted to any other 

University/Institute.  

  

Prof. …………………………                                                              Prof. ………………………….  
 

 

Faculty Mentor:                     Program Director- PGDM/PGDM (Name of Sectoral Program)  

Date:  

Place:  
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Annexure (C) 

Sample Format of the Summer Internship Completion Certificate from the Company  

(It should be on the official letter head of the organization) 

Summer Internship Completion Certificate 

 

Date:  

To  

The Director  

Jaipuria Institute of Management  

Lucknow/Noida/Jaipur/Indore  

 

This is to certify that Mr./Ms. ......................................................student Batch PGDM 2023-25 at 

Jaipuria Institute of Management, Lucknow has successfully completed his/her Summer 

Internship from…………………… to ……………………. in our organization.  

Signature  

Name of the Issuing ………………………………………………………………………….. 

Authority………………………………………………………………………………………  

Designation……………………………………………………………………………………… 

Official Seal ……………………………………  
 

Project title of his/her Summer Internship was 

………………………………………………………………………………… 

………………………………………………………………………………………………………………

………………………………………… 

Further, he/she has no pending dues / items towards the company  
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Annexure (D) 

Declaration Certificate by Student 

DECLARATION BY THE STUDENT 

I…………………………………………., student of PGDM batch (2023-2025) declare that the 

project entitled …………………………………………………………., is my own work 

conducted under the supervision of …………………………………………………. as a partial 

fulfilment of Summer Internship Program for the course of PGDM submitted to 

………………………………………………… and Jaipuria Institute of Management, Lucknow  

I further declare that to the best of my knowledge the project does not contain any part of any 

work which has been submitted for any other project either in this institute or in any other without 

proper citation.  

Place:   

Date: …………………                                                                   Signature of the Candidate  

 

 


