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1 INTRODUCTION 

 

The Academic Affairs Committee of the Faculty of Tourism University of Maribor, on December 

19, 2016, during its 34th regular session, adopted the document Guidelines for the Preparation 

of a Report on the Completed Internship. These guidelines will serve as substantive and 

formatting directives for students in preparing their Internship Reports. 

 

The report should synthesize acquired theoretical and practical knowledge within the study's 

framework, alongside insights and experiences gained from the internship. The report should 

identify specific problems and offer potential solutions. 

 

The core of the report should encompass a description of the practical work, aligning with the 

Implementation Programs and Work Plan established by the student, the internship 

coordinator at FT UM, and the mentor within the organization or company before the 

commencement of the internship 

 

The expected length of the Report is at least 10 pages, supported by visual materials such as 

images, tables, and graphs. These additional materials, beyond the ten-page limit, and the 

cover page and table of contents are not included in the ten-page count. 

 

 

2 REPORT STRUCTURE  

 

The structure of the Report on Completed Internship should follow this outline: 

 

• Title page (see Appendix 1) 

• Table of Contents 

• Introduction 

• Description of the company/organization 

• Description of internship/project work 

• Description of the problem/situation 
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• Conclusion 

• Literature and Sources 

• Appendix 

 

2.1 Introduction (1–2 pages) 

 

In the introduction, outline the company's or organization's fundamental characteristics, mainly 

focusing on the specific department or division where you are undergoing internship, 

especially if the company is more prominent in scale. Discuss the key responsibilities assigned 

to you and underscore the critical aspects of your internship. 

 

2.2 Description of the company/organization (3 pages) 

 

Describe the company or organization, structure, management, personnel, activities, vision, 

and short-term and long-term goals. If the corporation is larger, provide a more detailed 

description of the department where you are undergoing internship. Also, present the 

significant products or services. 

 

2.3 Description of internship/project work (2 pages)  

 

The description of internship/project work represents the core of the report, focusing on the 

internship or project work undertaken by the student. 

Describe the work processes within the company in which you have been actively involved. 

Outline the acquired knowledge and skills gained through your participation in these processes 

 

2.4 Description of the problem/condition (2 pages)  

 

In this section, prepare a SWOT analysis where you define your perspective on the strengths, 

weaknesses, opportunities, and threats related to the company or the specific area of work you 

have undertaken. 

Following the SWOT analysis, select three elements/areas that the organization should address 

first and provide specific suggestions for solutions/improvements that, in your opinion, are 
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crucial for the organization's more effective functioning. Describe each element/area as the 

current process, then suggest solutions/improvements. Draw from the theoretical knowledge 

you gained at the Faculty of Tourism UM. 

 

2.5 Conclusion (1 stran) 

 

In the conclusion, describe your perspectives and observations on the internship accomplished. 

Summarize the essential elements of the work, new insights, and findings. 

 

2.6 Literature and Sources 

 

At the end of the Report, list the literature and sources used. 

 

2.7 Appendix 

 

Appendices are an integral part of the report on the completed internship. They contain 

information necessary for a comprehensive overview of the work but might disrupt the flow of 

the report by diverting attention from the main topic. Appendices typically include 

development documentation, computer printouts, promotional materials, and other relevant 

documents. 

 

3 REPORTING ON THE EXECUTION OF THE INTERNSHIP  

 

After the internship, at the beginning of September, a Conference on Internship will be held at 

the Faculty of Tourism University of Maribor. During this event, students will present the 

companies where they completed their internships, their areas of work, the SWOT analysis of 

the companies, and other related aspects. This presentation aims to provide a broader 

audience with insights into their internship. The presentation details will be coordinated 

between the students and their mentors. 

All students from the Faculty of Tourism, professors, representatives from the companies where 

the students completed their practical training, and media members will be invited to the event. 
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4 CONCLUSION AND FINAL INTERNSHIP EVALUATION  

 

The internship concludes once the student submits the necessary documentation regarding 

the completion of the internship.  

The evaluation of the internship consists of: 

• Report on completed internship 

• Positive assessment from the mentor in the company/organization  

• Evaluation at the Conference on Internship infront of the committee  

• Final assessment from the mentor at the Faculty of Tourism University of Maribor 

 

5 FORMAT ELEMENTS OF THE REPORT  

 

Formatting elements of the Report, citation and summarization, and the preparation of the 

literature and sources, should adhere to the Handbook for Writing and Editing Texts at the 

Faculty of Tourism of the University of Maribor. It is available at: 

 

https://www.ft.um.si/wp-content/uploads/Handbook-for-Writing-and-Editing-Texts-at-the-

Faculty-of-Tourism-of-the-University-of-Maribor.pdf  
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Appendix 1 

UNIVERSITY OF MARIBOR 

FACULTY OF TOURISM 

 

 

 

 

 

Report on Completed Internship 

 

 

REPORT TITLE 

 

 

 

 

 

 

 

Student: _______________________________  

Enrollment number: _____________________ 

Study Programme: ______________________ 

Study Year: ____________________________ 

Year of Studies: _________________________ 

 

Internship period: _________________________________ 

Internship mentor at FT UM: ________________________ 

Internship mentor in the organization: _________________ 

 

 

 

Brežice, Month 20xx 


