 Title page / Cover Page
The title page of the Assignment will include: 

a. Name of the University/College 

b. Name of the Student, Student ID and session 

c. Submission date of Assignment/Report.  

d. University logo
e. Topic of Assignment 

Table of Contents
Table of contents List the important headings and sub-headings in the report with page numbers. Also make a separate list of tables and figures in the table of contents if you have used any.

Overview of the Assignment 

Conclusion 

 Conclusion In this section, you are required to describe the organization according to your evaluation/assessment in the light of critical and SWOT analyses.

Reference & Sources used In this section, provide all the references and sources in APA format that you have used for data collection in your Internship Report.

Written Assignment Format

To receive full credit, all written assignments with the exception of those done in class must be in the following format:

Font: Times New Roman

Spacing: double spaced.(optional)
Size: 12pt.

Name on each page. (header & footer)
Page number on each page.

Multiple pages stapled or clipped.

1 inch margin all around
Tab at the beginning of each new paragraph

After each period, exclamation point, colon or question mark.

Note:
When you are creating a written assignment for your class, you might be tempted to use lots of different fonts with a variety of sizes and styles. DON'T!

Please use the guidelines on the right. Many of your teachers will hold you to these specific requirements and may deduct points for failing to adhere to these guidelines.

