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Preface

This internship report is designed to engage students, visiting lecturers, and mentors
with regulations and general practices of work based education. It should be used as a daily

record for students.

During the internship students are required to bring this report to internship sites
everyday to ensure that all daily tasks are recorded and verified by their mentors. The students
must also present it to the supervising lecturers when they are on a site visit. Students are
recommended to study the report thoroughly to keep up with the work and lessons they
have learned. After completing the internships, students should ensure all documents are

completely filled and submit this report to the course lecturer.

Course lecturer
Communicative English for Business,
Faculty of Liberal Arts,

Panyapiwat Institute of Management
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Description

Student’s Portfolio

Subject Code ......urveereerreennen. SUDJECE Tl ettt sre e eennens
Semester ....eeeveeeceenne Academic Year ......cceeereererenenen.

AQVISOr'S NamME-SUIMAIME.uurerrerrerrerreresreersereessessnsseeseesssessesssssessessessesses =] O URO
INSErUCTOr’S NAamME-SUIMAME .cvieeeereeereerereeceeeseeseessessessesseesessessesenses Tel. et

Internship Period
Starting Date ...ccceeeueneee. MONEN ettt eeeeeeeenen YEAr weveevrrerereraens
Ending Date ....ccceeeueee. MONEN ettt Year e

Background

STUAENT ID ettt csres e esteses e st e s e s e st s saestessessaesaes st esaessaesasssessassaessessessessasssasssessessasstessassanss
Name (In Thai) Surname

Name (In English) Surname

AGAIESS ieeeeeteceetereestesestesae st s stesresses e esaes e sstesaesaessesstessesstessassessesseassesssessessesstestessessesstessessasssessanses
...................................................................................................................................................................
......................................................... TEL. ettt et re st r e s e st e see st e e e sae s e s e e e esaessasaesaes e esaesaaennesaasaans
E-mail

Background of Internship Site

INtErNSNIP COMPANY ..oouieiririinrenrenterereneneestestesesesseseseesteseesessessessesessessessessessessesessessessessessessesessessesees

AGAIESS eeteeerteceetereestesesrtes e st s steses e s e e saes e ssaesaesaessessaesaessasstassessasseasseassessessessesstessessesstessassassensanses
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Measurement /Evaluation

1. Learning-outcome evaluation

No. | Evaluation activities | Percentage of Evaluation (%) Assessor(s)
1 | Internship site 60 Mentor(s)
. Course lecturer(s) /
2 | Course evaluation 40

WBE Committee(s)

Total

100 Marks

2. Evaluation criteria: use the criterion-referenced evaluation as follows;

Marks 90-100 = A
Marks 85-89 = B+
Marks 80-84 = B
Marks 75-79 =  C+
Marks 70-74 = C
Marks 65-69 = D+
Marks 60-64 = D
Marks 0-59 = F
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Internship Rules and Regulations

Rules and Regulations of Panyapiwat Institutes of Management

1.

Students have to strictly wear the full student uniform assigned by the institute,
except when the internship site provides a particular uniform for employees and/or
trainees.

Before taking any official leave(s) or annual leave(s), students must notify their
immediate supervisor(s).

Students are not allowed to do other jobs during the internship.

Students are not allowed to change the internship site.

Rules and Regulations of the Internship Site

1.

Students are not to be absent from work, take official leave(s) / annual leave(s),
or attend late for work without notifying the mentor(s).

Students should dress properly following the regulations of internship sites.
Students should cooperate with/participate in internship sites’ activities.

Students must strictly follow rules and regulations of internship sites.
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Training hours for internship

Shift : morning  cloCk-iN .o clock-out

Shift : afternoon  clock-iN ....cceeeieeeeivecenneieeenene. clock-out

Shift : night CloCkAIN ot clock-out

No. DD/MM/YY Clock-in | Clock-out Mentor’s signature Total of Hours Remarks

1

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27
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DD/MM/YY

Clock-in

Clock-out

Mentor’s signature

Total of Hours

Remarks

29

30

31

32

33

34

35

36

37

38

39

40

41

42

43

44

45

46

a7

48

49

50

51

52

53

54

55

56

57

58

59
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DD/MM/YY

Clock-in

Clock-out

Mentor’s signature

Total of Hours

Remarks

61

62

63

64

65

66

67

68

69

70

71

72

73

74

75

76

77

78

79

80

81

82

83

84

85

86

87

88

89

90

91
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DD/MM/YY

Clock-in

Clock-out

Mentor’s signature

Total of Hours

Remarks

93

94

95

96

97

98

99

100

101

102

103

104

105

106

107

108

109

110

111

112

113

114

115

116

117

118

119

120

121

122

123
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No.

DD/MM/YY

Clock-in

Clock-out

Mentor’s signature

Total of Hours

Remarks

124

125

126

127

128

129

130

131

132

133

134

135

136

137

138

139

140

141

142

143

144

145

146

147

148

149

150

Total

Communicative English for Business Department, Faculty of Liberal Arts, Panyapiwat Institute of Management

: Attendance ___ day(s)/ Absence day(s)/ late day(s) / early leave day(s) / others day(s)

Training hours:

Page |11
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1. Assigned Tasks
MON _ / /

Weekly Report

Week 1 l

TUE

WED

THU

FRI

SAT

SUN

Communicative English for Business Department, Faculty of Liberal Arts, Panyapiwat Institute of Management
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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LA

1. Assigned Tasks
MON _ / /

Weekly Report

Week 2 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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LA

1. Assigned Tasks
MON _ / /

Weekly Report

Week 3 l

TUE

WED

THU

FRI

SAT

SUN
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LA

2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date

Communicative English for Business Department, Faculty of Liberal Arts, Panyapiwat Institute of Management P a g e | 17



LA

1. Assigned Tasks
MON _ / /

Weekly Report

Week 4 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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1. Assigned Tasks
MON _ / /

Weekly Report

Week 5 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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LA

1. Assigned Tasks
MON _ / /

Weekly Report

Week 6 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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1. Assigned Tasks
MON _ / /

Weekly Report

Week 7 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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1. Assigned Tasks
MON _ / /

Weekly Report

Week 8 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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1. Assigned Tasks
MON _ / /

Weekly Report

Week 9 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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1. Assigned Tasks
MON _ / /

Weekly Report

Week 10 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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1. Assigned Tasks
MON _ / /

Weekly Report

Week 11 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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1. Assigned Tasks
MON _ / /

Weekly Report

Week 12 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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1. Assigned Tasks
MON _ / /

Weekly Report

Week 13 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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1. Assigned Tasks
MON _ / /

Weekly Report

Week 14 l

TUE

WED

THU

FRI

SAT

SUN

Communicative English for Business Department, Faculty of Liberal Arts, Panyapiwat Institute of Management

Page |38



LA

2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date

Communicative English for Business Department, Faculty of Liberal Arts, Panyapiwat Institute of Management P a g e | 39



LA

1. Assigned Tasks
MON _ / /

Weekly Report

Week 15 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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1. Assigned Tasks
MON _ / /

Weekly Report

Week 16 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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1. Assigned Tasks
MON _ / /

Weekly Report

Week 17 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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1. Assigned Tasks
MON _ / /

Weekly Report

Week 18 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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1. Assigned Tasks
MON _ / /

Weekly Report

Week 19 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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1. Assigned Tasks
MON _ / /

Weekly Report

Week 20 l

TUE

WED

THU

FRI

SAT

SUN
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2 Problems during work hours

3 Problem-solving methods

4 Impressive or interesting circumstance(s)/ situation(s)

5 Courses or contents that have been studied and can be applied to work.

............ Y 2SR A
Evaluation/Assessment date
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agunanasAnUuaNIy (Summary Report)

1. Things the students have learnt from working there
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2. Student’s impressive work experience(s)
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3. Analysis of the organizational culture

4. Analysis of customer behavior (*If the assigned tasks are involved with services)
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Sick Leave Application (1% time)

My full name is: ..occoeceveerererecenenns My training POSIION 1S: ...

Name of internship site:

REASONS FOT SICK LEAVE! ..eeieeeiie s

O 1 have a medical certificate from ... et (the hospital’s name).
[T 1 do not have a Medical CErtifICAte DECAUSE .....oo.momseoesessesesseese oottt

From (date).....oocovveevenrinrieeienn. 10 (date).eece Total e, (o 1Y) U hour(s).

I hereby certify that the information mentioned above is true and correct.

Supervisor’s comments (from the internship site)

Sign . Course Lecturer
O Approve O Not Approve s

Sign
( ) SIGN. it Head of Department
Checked Date........... YA A o )
Checked Date............ YR v

Remarks:

- As the regulations of the department, students are allowed to have only 4 sick leaves during the internship (4 months). All students have
acknowledged this information.

- After this document is signed by their mentors, students have to submit this document and other relevant documents regarding their sick

leaves via channels, according to department’s policy.

Sick Leave Application (2" time)

Name of internship site:

REASONS FOI SICK LEAVE! ..ottt e

I 1 have @ Medical COItIfICAtE fIOM ..o eeocesecee s eesees st (the hospital’s name).
LI 1 do not have a medical CErtificate BECAUSE .......vorreersoceesoceeeseceessoeeeseceesseeeeeeeess e

From (date)......coeveveevereinireienieianns 10 (date)..oveeee e Totali e, AAY(S). e hour(s).

I hereby certify that the information mentioned above is true and correct.

Supervisor’s comments (from the internship site)

Sign . Course Lecturer
O Approve LI Not Approve

Sign Sign... O Head of Department
e ) (cometrtmsntnssetntetnttntsntnne )
Checked Date............ YA YA Checked Date............ Jo, Jo,

Remarks:

- As the regulations of the department, students are allowed to have only 4 sick leaves during the internship (4 months). All students have
acknowledged this information.

- After this document is signed by their mentors, students have to submit this document and other relevant documents regarding their sick

leaves via channels, according to department’s policy.
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Sick Leave Application (3™ time)

My full name is: ...ccoeceveeneerecenenns My training POSIION 1S: ...

Name of internship site:

REASONS FOT SICK LEAVE! ..eeieeieieee st

O 1 have a medical certificate from ... et (the hospital’s name).
[T 1 do not have a medical CErtifICate DECAUSE .....o.ovvrooeeoeesesecescessese et

From (date).....oo.oeveeveenriereeeienn, 10 (date).orve Total . (o 1Y) U hour(s).

I hereby certify that the information mentioned above is true and correct.

Supervisor’s comments (from the internship site)

Sign . Course Lecturer
O Approve O Not Approve s

Sign
( ) SIGN. e Head of Department
Checked Date............ YA A o )
Checked Date............ Y- Y

Remarks:

- As the regulations of the department, students are allowed to have only 4 sick leaves during the internship (4 months). All students have
acknowledged this information.

- After this document is signed by their mentors, students have to submit this document and other relevant documents regarding their sick

leaves via channels, according to department’s policy.

Sick Leave Application (4™ time)

My full name is: ..ocveeeeereenireinnees MY £raINING POSIION TS: vureuirieeeieieie ettt

Name of internship site:

REASONS FOI SICK LEAVE! ...uieeieei ettt .

LI 1 have a medical certificate from .....corooceesccssse, et (the hospital’s name).
[ 1 do not have a Mmedical CErtifiCate DECAUSE ......orooeercoereceessesceeseessoeseesee s s

From (date)......ccceeveeveeeeerieeeiann t0 (date)..eeeceeeeeee e Totalieeceieean. AAY(S).oeererrerrieieriane hour(s).

| hereby certify that the information mentioned above is true and correct.

Supervisor’s comments (from the internship site)

SIGN e Course Lecturer
O Approve O Not Approve

Sign

' SIGN .ttt Head of Department
(e ) ( )
Checked Date............ VSR Y2 Checked Date....... o o

Remarks:

- As the regulations of the department, students are allowed to have only 4 sick leaves during the internship (4 months). All students have
acknowledged this information.

- After this document is signed by their mentors, students have to submit this document and other relevant documents regarding their sick

leaves via channels, according to department’s policy.
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Other forms: Spare 1

My full name is: ..occoeceveerererecenenns My training POSIION 1S ... s

Name of internship site:

REASONS FOr SICK LEAVE: «...eeeceeeeeeeeee ettt e s aen s

[ 1 have a medical certificate from ..., s (the hospital’s name).
L1 1 do not have a medical CErtificate DECAUSE ......crvwvooeeooeeeceeseesceseeesee e
From (date)......ccovvveevvrveeirieeinianns 10 (date)..veieeee Totaliereiene AAY(S). e hour(s).
| hereby certify that the information mentioned above is true and correct.
Supervisor’s comments (from the internship site) Sign . Course Lecturer
O Approve O Not Approve ( )
"""""""""""""""""""""""""""""""""""""""""""""""""""""""""" Checked Date.........../ecccccc/ e
SIN. ittt Head of Department
(et )
Checked Date............ YR YN Checked Date... . Jo o

Remarks:

- As the regulations of the department, students are allowed to have only 4 sick leaves during the internship (4 months). All students have
acknowledged this information.

- After this document is signed by their mentors, students have to submit this document and other relevant documents regarding their sick

leaves via channels, according to department’s policy.

Other forms: Spare 2

MY FULL NAMIE 1S i My £rainiNG POSITION IS: .uceeieeiiirieie e
Name of internship site:

Reasons for SiCk L@AVE: ...

O 1 have a medical certificate from

[ 1 do not have a Medical CErtificate DECAUSE .......vrerooessceescescceseeeseeeseeesseesoeseeesseeeee
From (date)......coceeveeveereeieieeeann t0 (date)..ueeereeeee e Totalieeereean. (o213 hour(s).
| hereby certify that the information mentioned above is true and correct.
Supervisor’s comments (from the internship site) T2 T Course Lecturer
0 Approve O Not Approve (et )
"""""""" Checked Date.......c../eceoveeei e
Sign : SIGM. e Head of Department
O ) (oo )
Checked Date............ Y Y Checked Date.......... S S,
Remarks:

- As the regulations of the department, students are allowed to have only 4 sick leaves during the internship (4 months). All students have
acknowledged this information.
- After this document is signed by their mentors, students have to submit this document and other relevant documents regarding their sick

leaves via channels, according to department’s policy.
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Other forms: Spare 3

My full name is: ..ccoeeeneerererecenenns My training POSIION 1S: ...

Name of internship site:

REASONS FOI SICK LEAVE! ..euieeieieiei s
[ 1 have a medical certificate from .....resoesse, et (the hospital’s name).
I 1 do not have a medical CErtificate DECAUSE .......orrwereeeeseeesesesesseesssesssseessceeeseeessseessseese
From (date)......ccevveeverieeirieeinianns 10 (date)..veeeeeee Totaliereieen. AAY(S).vererriririeieriians hour(s).
| hereby certify that the information mentioned above is true and correct.
Supervisor’s comments (from the internship site) Sign . Course Lecturer
O Approve O Not Approve ( )
"""""""""""""""""""""""""""""""""""""""""""""""""""""""""" Checked Date.........../eccccccc/ v
SIN. ittt Head of Department
(ot )
Checked Date............ YR YN Checked Date... . Jo o

Remarks:

- As the regulations of the department, students are allowed to have only 4 sick leaves during the internship (4 months). All students have
acknowledged this information.

- After this document is signed by their mentors, students have to submit this document and other relevant documents regarding their sick

leaves via channels, according to department’s policy.

Other forms: Spare 4

MY FULL NAMIE 1S et My £rainiNg POSITION IS: .uceuieiieiierireie e
Name of internship site:

Reasons for SiCK L@AVE: ...

LI 1 have a medical certificate from .....erooceesccssse, et (the hospital’s name).
[ 1 do not have a Medical CErtificate DECAUSE .......wrerocoeesceescesccesseeseeeseeeseees oo
From (date)......coceeveeveereeieieeeann t0 (date)..eeecreeeeee e Totalieeereean. AAY(S).eeeeererierieierieans hour(s).
I hereby certify that the information mentioned above is true and correct.
Supervisor’s comments (from the internship site) T2 T Course Lecturer
0 Approve O Not Approve (et )
"""""""" Checked Date.......c../eceoveeei e
Sign : SIGM. oo Head of Department
O ) (oo )
Checked Date............ Y Y Checked Date......... S S,
Remarks:

- As the regulations of the department, students are allowed to have only 4 sick leaves during the internship (4 months). All students have
acknowledged this information.
- After this document is signed by their mentors, students have to submit this document and other relevant documents regarding their sick

leaves via channels, according to department’s policy.
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Attach a medical certificate here (1% time)
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Attach a medical certificate here (2" time)
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Attach a medical certificate here (3 time)
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Attach a medical certificate here (4™ time)
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Internship-visit Report

Comments on internship-visit (1° time)

SIGN e Visiting Lecturer 1
(et )
SIGN. et Visiting Lecturer 2
(oot )
SIGN e Head of Department
(et )
Visited Date ............ YA Y

Comments on internship-visit (2" time)

SIGN e Visiting Lecturer 1
(et )
SIGN. e Visiting Lecturer 2
(et )
SIGN s Head of Department
(et e )
Visited Date ............ v, VAR
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Example of Evaluation Form

INtErNShip COMPANY......iiriiierireeere et Internship Period.........cnnenineineis

StudeNt’s NAME-SUMAMIE.....o.ieeeeeeeeeeeee et StUAEN’S 1D Year.............

Remarks: After evaluating and commenting, please return the form to tanapornphu@pim.ac.th (Ms. Tanaporn Phurinan) or visiting

lecturer at the date of an internship visit.

Evaluation Topics Scoring Score Remarks
Criteria

Competence and Proficiency
1. Able to learn new things and adapt to work including ability to operate office 6
computer software efficiently.
2. Possess communicative skills (Both in Thai and English); have interpersonal 10
skills
3. Able to make decision and deal with unexpected problems 6
Responsibility
4. Able to manage assigned task 6
5. Come to work on time and regularly 6
6. Have service mind with colleagues and customers 10
Personalities
7. Able to get along with people in an appropriate way; well groom; 6
8. Demonstrate positive thinking and dedication to complete the assigned task 10

39U 60

Workplace opportunities for English speaking workers L] Most [ Moderate [ tow

* Intern’s total working hours

(The minimum required working hours for Communicative English for Business department is.......... hours and......... weeks.)

Further Comments

Student’s abilities or skills that needs to be improved for an internship in your department
(please specify.)

Tel. E-1MNAIL cerirereteeecrentecteeerre et erestesae e e aeste s e sae e e e besaesaeneenaens

Tanaporn Phurinan (Numpetch)

Officer of Counseling and Career Development Center for Students (CCDS),

Faculty of Liberal Arts, Panyapiwat Institute of Management

Tel.: 09-5950-1407

E-mail: tanapornphu@pim.ac.th

Communicative English for Business program would like to extend thankfulness for giving comments and great opportunities
for students to acquire work experience at your department.
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