National University of Kaohsiung Regulations for Students’ Off-Campus Internship
Passed in the second Administration Meeting on 2007, Nov. 9.
Passed in the 86th Administration Meeting on 2007, Nov. 26.
Amended and passed in the 98th Administrative Chiefs Meeting on 2013, Nov. 22.
Amended and passed in the 135th  Administrative Meeting on 2013, Dec. 13.
Article 1. To promote the cooperation between industry and academics, increase the practical experiences of students, integrate the professional theories and the practices, incubate the talented students possessing both the academics and practical experiences, and improve students” competences required after graduation, National University of Kaohsiung (hereafter NUK) establish “National University of Kaohsiung Regulations for Students’ Off-Campus Internship” in accordance with “Implementation Regulations for Junior Colleges or Beyond Industry and Academics Cooperation” (hereafter these regulations).

Article 2. The off-campus internship regulations referred to in these regulations include the following types of off-campus internship:

1. The off-campus internship courses offered by NTC: 

According to NUK’s regulations for offering courses, the off-campus internship courses include the following types:
(1) The full-time internship courses for the whole semester.
(2) The full-time internship courses for the whole academic year.
(3) The part-time internship courses for the whole semester.
(4) The full-time internship courses for summer session.

(5) The overseas internship.
        2. The research internship:

          Graduate students are allowed to take the off-campus internship research according to the rules established by each department/institute.
        3. Non-course internship:

          NUK students are allowed to attend the off-campus internship of this type according to the study rules established by each department/institute or the openings offered by the government organizations, public and private enterprises.

Article 3. The internship units must meet the following rules:

1. With legal registration.

2. With an excellent management system and providing an excellent and safe internship environment.

3. Having signed an internship cooperation contract with the relevant unit of NUK.
The internship cooperation contract referred to in the preceding clause should include at least two of the following: 

(1) The internship organization should provide students with relevant operational training, and help NUK teachers to counsel the students.

(2) The internship organization is responsible for holding the safety workshop before the internship begins, arranging the safety equipment at the internship workplace, and planning the relevant safety measures.

(3) The internship organization should buy insurance for the students.

(4) The way to handle the disputes between the internship organization and the students.

(5) The conditions and procedure for termination of the contract before the end of the internship.

(6) Other affairs relevant to the students’ off-campus internship.

             Before signing the contract, NUK may sign a memorandum with the internship organization as the basis of the following signing of the contract. NUK should organize the Students Off-campus Internship Committee as the execution unit of the off-campus internship and the constitution and the tasks of the committee are establish by Research and Development Section.
Article 4. The internship tasks of the administrative units of NUK are regulated as follows:
1. Division of Academic Affairs

(1) The establishment and amendment of the regulations.
(2) The information management of off-campus internship students.

(3) The course-offering process of off-campus internship.

(4) The course selection information management of off-campus internship students.

(5) The grades record management of the off-campus internship courses.
         2. Research and Development Section

(1) The establishment, amendment, setting-up and meeting of the regulations for NUK Students Off-Campus Internship Committee regulations.
(2) Conduct the signing of the memorandum and contract with the internship organizations, preparing the relevant forms an the operational procedure.

(3) File for record all of the memoranda and contracts signed by the colleges, departments, and institutes.
 3. Division of Student Affairs

(1) Keep a copy of the insurance name list of the students during their internship.
(2) Handle the students’ military obligation affairs who are at the age of serving in the army during their oversea internship in accordance with the Law of Military Service. 
(3) Deal with the psychological consultation and the relevant affairs of counseling.
(4) Deal with the appeals of the relevant matters during the internship.
         4. College/department/institute

 (1) The course-offering department/institute should establish its students’ off-campus internship regulations and its counseling group of students’ off-campus internship.
(2) The students’ off-campus internship regulations should be passed in the department/institute affairs meeting and the college affairs meeting, and then reported to the academic affairs meeting for record.
(3) Plan the off-campus internship curriculum.
(4) Explore the opportunities for off-campus internship: the internship organization assessment and screening, the drafting and signing of the internship cooperation memorandum and the contract, the delivery of the copies to the Research and Development Section for record, and the establishment of the internship organization list.
(5) The off-campus internship matchmaking and placement:
   Publicize the name list of the internship organization and the number of internship, arrange students to visit the internship organization, attend the interview, confirm the internship (including the students’ off-campus internship parents’ letter of consent), place students in the internship organization, and confirm the insurance before registering at the internship organization and delivering a copy to Division of Students Affairs for record.
            (6) The counseling matters before off-campus internship:
               The job security training workshop for internship students, including the distribution of the workplace security protection equipment and the planning of the relevant security policies, the internship assessment, the job requirement, workplace ethics, and the internship experience sharing.
            (7) The counseling matters during off-campus internship:

               1. The regular visit at the internship organization, phone interviews or holding the workshop, the dual-direction communication between the counselor and students and that between the counselor and internship organizations, writing the counseling reports after the visit, and conducting the periodical evaluation on students.
               2. Push the internship organizations to undertake their responsibilities of cultivating the internship students and conducting periodical evaluations.

               3. Help students deal with the termination of the internship and the transfer to other internship units.
            (8) The effect assessment after the off-campus internship:
               The grades of students’ internship, the assessment on the internship courses by each department/institute, the employment investigation after internship students graduate, collecting the evaluations on students from the internship organization, and collecting students’ self-assessment on the internship.
            (9) Other matters relevant to the off-campus internship of each department/internship.
Article 5. Each department/institute of NUK may offer the required (elective) courses of off-campus internship. The relevant curriculum planning and the credits of the internship courses offering are regulated according to the course offering regulations.
        NUK students who attend the off-campus internship may apply for the certificate of the internship issued by each department/institute after they complete the internship.
Article 6. The internship counseling group consists of the following and should discuss the issues relevant to internship before it starts:

        (1) Those internship counselors or class instructors of each department.

        (2) Those counselors, supervisors or personnel staffs of the internship organizations.

        (3) Those people who assist students with the daily life counseling.

Article 7. The grades of the internship students shall be co-evaluated by the internship
 organization, the internship counselors, and the class instructors.

The evaluation should be based on the internship assessment form filled out by the internship organization, the periodical counseling report by internship counselor, student’s work report or self-assessment, etc
Article 8. Each department/institute should collect and file all of the written documents of the off-campus internship so that they will be available for the following reviews or assessments.

The items included in the previously mentioned relevant written documents are listed in the attachment of the regulations.
The relevant off-campus internship documents of the government organizations are handled in accordance with the regulations of these government organizations. 
Article 9. The relevant subsidy or awards of off-campus internship are regulated by the relevant units based on the practical demands

Article 10. The regulations are passed in the Administration Meeting, reported to the 

president of NUK, and then announced to carry into execution.  When 
there is a need to make amendments, the procedure is the same as the 
aforementioned.

    National University of Kaohsiung Students’ Off-Campus Internship
The relevant written documents for each department’s/institute’s workplace internship
	Stage
	Item
	The written documents for the internship

	Before
the 

internship

	1.
	Each department’s/institute’s regulations for internship.

	
	2.
	The Name List of the Internship Counseling Group (Attachment 1)

	
	3.
	Internship Unit Assessment Form (Attachment 2)

	
	4.
	Internship Contract (Sample) (Attachment 3)

	
	5.
	Off-campus Internship Application Form (Attachment 4)

	
	6.
	Off-Campus Internship Student’s Resume (Attachment 5)

	
	7.
	The Name List of Internship Students (Attachment 6)

	
	8.
	Internship Students’ Parents’ Letter of Consent (Attachment 7)

	
	9.
	The copy of internship students’ insurance documents

	
	10.
	The Record Form of the Workshop Before Internship (Attachment 8)

	During

the 

internship

	11.
	Internship Student’s Periodical Internship Counseling Report
 (Attachment 9)

	
	12.
	Internship Students’ Application Form of Terminating the Internship or Transferring to Other Internship Organizations (Attachment 10)

	After

the 

internship

	13.
	The Record Form of Internship Achievement (Attachment 11)

	
	14.
	Internship Grading Evaluation Form (Attachment 12)

	
	15.
	Off-Campus Internship Students’  Satisfaction Survey Form (Attachment 13)

	
	16.
	The Record Form of Internship Achievement Sharing Symposium (Attachment 14)


National University of Kaohsiung Students Off-Campus Internship
The Name List of the Internship Counseling Group
Department/institute:
Academic year:
The name list of the internship counseling group:
 National University of Kaohsiung Students Off-Campus Internship
Internship Unit Assessment Form
	Name of the company
	

	Content of internship
	

	Date of assessment
	    ______ / ______ / ______ (YY/MM/DD)

	Ways of assessment
	· Visit the unit on site
· Telephone inquiry
· Have an interview with the supervisors
· Others:                               

	Items of assessment

	 Working environment
	□Excellent    □Good    □Fair    □So-so    □Bad  

	 Work safety
	□Excellent    □Good    □Fair    □So-so    □Bad  

	Work specialty
	□Excellent    □Good    □Fair    □So-so    □Bad  

	 Physical strength burden
	□Not heavy  □A little heavy  □ OK  □ heavy  □Very heavy

	 Incubation plan
	□Excellent    □Good    □Fair    □So-so    □Bad  

	 Cooperation ideal
	□Excellent    □Good    □Fair    □So-so    □Bad  

	 Overall assessment
	□Excellent    □Good    □Fair    □So-so    □Bad  

	4. Suggestions:

	5. Conclusion of the assessment
□ Recommend            □ Not recommend

	6. Assessor/unit:                     


Notes:
1. For any new internship organization, the chairperson of each department should assign a professional instructor to visit its supervisor to express thanks and assess if the job there is suitable for students, so as to avoid the trouble for students to feel not adapted to the job after they started their internship.
2. If the internship organization give the students salaries or wages, it should follow the labor laws to buy the labor insurance and national health insurance, and labor retirement fund; if the internship unit provides the scholarship, it does not have to pay the aforementioned insurances.
3. This assessment form is filled out before the internship starts.
National University of Kaohsiung Department of _____________________ Students Off-Campus Internship Contract (Sample)

(The contents of the content should include at least the internship environment and job content, the number of internship students, the name of the courses, the internship period, the internship hours, the internship allowance, the way of taking leaves, insurance, traffic and boarding, counseling, the internship effect assessment system, and argument handling, etc)
This Contract is made by and between:


_________________Company (hereinafter "Company") 


Department of          _____    at NUK (hereinafter the "NUK") 

Based on the mutually beneficial principle for incubating the talent and co-expand the internship cooperative instruction and practice training, both parties agree to establish the following provisons to be observed together.
1. The tasks of each party: 

Company: provide students of Nuk with the opportunities and be in charge of the task assignments, registration, training and assisting to offer the counseling on students’  life and conducts.

NUK: engage in the relevant affairs and contact about students’ internship, offer courses of ___________ (program and course name), and assign internship counselors in charge of students’ off-campus internship.
2. Date of the contract: The internship starts from __________ (MM/DD/YYYY) to__________ (MM/DD/YYYY) 
3. The tasks, number of students, and hours:
A. The task is                   , which can not affect the health and the security of the internship students, and the internship organization should not ask students to help engage in the illegal affairs.
B. The number of the internship students is _____; the internship hours of each student are _____.
4. The registration of the internship: 
(1) NUK shall deliver the name list of the internship students and their registration information to Company before the internship starts.

(2) Company should arrange the pre-working security workshop (including the 

allocation of the workplace security protection facilities and the relevant 
security planning) before the internship starts, and it should assign a specific 

director to instruct them.
5. The internship allowance (or subsidy), leave and other welfare: 

A. Allowance(or subsidy): NTD$ ______ (per month or per hour), and the

 allowance is given to the internship students. (Fill in

 zero if there is none)
B. Way of taking leave: __________________. 
C. Other welfares: _______ (Such as the meals, the traffic, and the boarding, etc.) (Fill in zero if there is none)

6. Insurance: Before the internship students register, (Company or internship students) should buy accident insurance (or the labor insurance, health insurance, and labor retirement subsidy payment).
7. The counseling of the internship students: 

A. The internship organization should provide students with the professional instruction, the training, and the counseling on life and job. If the internship students do not behave or adapt well, they are allowed to terminate the internship or transfer to other internship organizations.

B. During the internship, NUK may assign internship counselors, who are in charge of the internship counseling , the communication, and the contact, to the internship organization to visit the internship students, 
8. The internship evaluation:
The internship grades are co-evaluated by the director of Company and the 

internship counselor of NUK. The director of Company should fill out “the 
Internship Grading Evaluation Form” and then mail it to NUK; the internship 

counselor of NUK should give grades to internship students by the result of the 

visits, the grades given by the internship organization, internship students’ reports 

or internship students’ self-assessment, etc. 
9. The handling of the internship disputes or controversies: handled by the negotiation between the two parties, and allowed to be issued to the Internship Committee for discussion. 
10. Any provisional alternations or unaccomplished matters to this Contract may be 
amended or added in writing by the mutual negotiation of the two parties.
11. The contract is executed in three counterpart originals, with one counterpart original to be retained by the Company and two counterpart originals to be retained by NUK.
Contractors
Company:                       (The seal of the school)
The person in charge:              (The seal of the person in charge)
Title:
Telephone:
Address:                           

Registered number:            
National University of Kaohsiung    (The seal of the school) 
The person in charge:              (The seal of the person in charge)       
Title :               President
Telephone: 
Address:                           

Registered number:
The department/institute executing students’ off-campus intership:
___________________________________ (MM/DD/YYYY)

National University of Kaohsiung Department of ______________________ Students Off-Campus Internship Application Form
(Each form is for one internship student only)
	Name
	
	Grade/year
	
	Photo

	ID number
	
	Sex
	
	

	Telephone/cellphone
	(H)
	Birthday
	
	

	
	(M)
	
	
	

	Email
	
	

	Address
	

	Specialties and certificates
	(Please attach a copy)

	Majoring program
	

	Priorities of internship (please fill in the name of the company)
	Priority 1:
Priority 2:
Priority 3:

	Attached documents
	□ The transcript of the preceding semester
□ Other documents helpful for the application

	Day of application
	

	Period of the applied internship
	From ______ / ______ / ______ (YY/MM/DD) to ______ / ______ / ______ (YY/MM/DD)

	The signature of the applicant
	

	Stamp of the department/institute the applicant belongs to
	Stamp of Student Affairs Division

	Homeroom teacher
Department/institute chairperson:

	Review the insurance during the period of internship and the affair of boy students’ military service during the oversea internship.


	Stamp of Academic Affairs Division
	Stamp of Research and Development Section

	
	Review whether the internship unit has signed an internship contract with NUK.


National University of Kaohsiung Department of ______________________ Off-Campus Internship Student’s Resume
	Name
	
	Grade/year
	
	Photo

	ID number
	
	Sex
	
	

	Telephone/cell phone
	(H)
	Birthday
	
	

	
	(M)
	
	
	

	Email
	
	

	Address
	
	

	Majoring program
	
	

	Specialties and certificates
	
	

	The experiences of school clubs or leaders
	


Autobiography
 National University of Kaohsiung Students Off-Campus Internship
The Name List
Kinds of internship: □year internship course（___________ academic year）
□semester internship course（____ semester of __________ academic year）
□summer internship course（__________ academic year）
□overseas internship course（____ semester of __________ academic year）
□research internship course（____ semester of __________ academic year）
□non-course internship（____ semester of __________ academic year）
	Course name
	Class instructor
	Credits
	□Required
□Electives

	
	
	
	


	NO.
	Name
	Program
	Internship 
unit
	Internship
department
	Internship
period
	hours
	Contract
	Insurance
1. Accident
  insurance
2. Labor
 Insurance
3. Health
 Insurance
4. None

	Salary/wage paid
1. Basic pay (salary)
2. Basic pay (wage)
3. Internship allowance
4. Scholarship
5. None


	
	
	
	
	
	from
_______

to

_______
	
	□Yes
□No  
	
	

	
	
	
	
	
	from

_______

to

_______
	
	□Yes
□No
	
	

	
	
	
	
	
	from

_______

to

_______
	
	□Yes
□No
	
	

	
	
	
	
	
	from

_______

to

_______
	
	□Yes
□No
	
	

	
	
	
	
	
	from

_______

to

_______
	
	□Yes
□No
	
	

	
	
	
	
	
	from

_______

to

_______
	
	□Yes
□No
	
	


Note 1: Each kind of off-campus internship should be filled out respectively.
Note 2: Please copy the name list and send it to Division of Student Affairs for record.
Note 3: If there are not enough rows and columns, please add them freely.
Stamp of the department/institute chairperson: ____________
Date:  ________________________

 National University of Kaohsiung Students Off-Campus Internship
Parents’ Letter of Consent
We agree our child ______________

(a student, whose student number is __________, of Class ____ of 

_____Year, Department of ______________at NUK) 

to attend the off-campus internship (course), ask him/her to observe the 
regulations established by the department/institute and the internship 
organization, pay attention to his/her own safety in the transportation, 
life and job, and follow the instruction of NUK counselors and the 
internship organization director.

The period of internship: from ________ / ____ / ____(YYYY/MM/DD) to ________ / ____ / ____(YYYY/MM/DD),

                     ________months in total.

The place of internship: ______________________________________

Above to 

Department of ___________________ at NUK

Parents of the student: _______________________ (signature)

Telephone:                     
  ________ / ______ / ______ (YY/MM/DD)
Note: Please ask your child submit the letter to the department after you agree the internship. If there is any question, please call Department of ____________________.

Telephone: (07) ____________   Fax: ____________
National University of Kaohsiung Students Off-Campus Internship
The Record Form of the Workshop Before Internship

	Execution unit
	

	Name of the activity
	

	Date of the activity
	From _______ to _______ 

on ______ / ______ / ______ (YY/MM/DD)

	Place of the activity
	               
	Number of participants
	

	Internship unit  
	(Leave it blank if none)

	Contents of the activity (200 words)
	

	Effect of the activity (200 words)
	

	The name of the picture file (at least 4-6 pictures with the descriptions)
	1.

	
	2.

	
	3.

	
	4.

	The names of other attachments (relevant materials such as agendas, questionnaires, meeting records, etc.)
	1.

	
	2.

	
	3.


Stamp of the unit: ____________

Date:  ________________________

National University of Kaohsiung Students Off-Campus Internship
Department of ________________ Periodical Internship Counseling Report

	Name of the internship organization: 
	Name of the internship student:

	Internship department: 
	Time of the visit:  

	Name of the internship counselor:
	

	The internship
condition and

job performance
	1. The learning situation of the professional skills on student’s  job position. 
      □Excellent  □Good  □Fair  □So-so  □Bad
2. Student’s overall satisfaction with the job.
    □Excellent  □Good  □Fair  □So-so  □Bad 
3. Student’s presence on the job.
    □Excellent  □Good  □Fair  □So-so  □Bad 
4. Student’s interaction with the colleagues of the same 

department.
   □Excellent  □Good  □Fair  □So-so  □Bad
5. Student’s interaction with the director.
   □Excellent  □Good  □Fair  □So-so  □Bad
6. Student’s interaction with the clients or the colleagues of 

different departments.
      □Excellent  □Good  □Fair  □So-so  □Bad   
7.  Others:
  

	The life of the internship student
	   ※ Student’s satisfaction degree with the present internship life.
      □Excellent  □Good  □Fair  □So-so  □Bad

   ※ The unsatisfactory items is/are:


	The assessment of the internship 
organization
	1. Do the job, present life, and the welfare of the internship student meet the statement of the internship cooperation contract?
  (Yes  (No  Explanation:                                    
2. Is there a counselor conducting job counseling and evaluation on internship students?
   (Yes  (No  Explanation:                              3. The public security condition of the internship workplace.
     □Excellent  □Good  □Fair  □So-so  □Bad

4. The hygiene condition of the internship workplace.
     □Excellent  □Good  □Fair  □So-so  □Bad



	The tracing record of the disposing 
	

	The signature of the internship counselor:
______________________
	The visit is by: 

( telephone  ( interview


 National University of Kaohsiung Students Off-Campus Internship
Application Form of Terminating the Internship or Transferring to Other Internship Organizations
 Date of filling out the form: ________ / ____ / ____(YYYY/MM/DD)
	The information of the applicant

	Name
	Class/

department
	Student number
	Telephone
	E-Mail

	
	
	
	
	

	Types of internship
	□ Yearly internship courses (____ academic year) The name of the course: ________________
□Semester internship courses (____semester of the ____ academic year) 
The name of the course: ________________
□Summer internship courses (____ academic year) The name of the course: _______________
□Overseas internship courses (____semester of the ____ academic year) 
The name of the course: ________________
□Research-type off-campus internship (____semester of the ____ academic year)
□Non-course-type off-campus internship (____semester of the ____ academic year)

	Planning to apply for
	· Transfer to other internship organizations
· Termination of the internship

	The reason(s) of transfer to other internship organizations
termination of the internship  
	

	 Signature of the student:
	Signature of the parents: 

	Suggestions of the internship counseling teacher
	                                      Signature of the internship counseling teacher:
                                      ________________________

	The chairperson of the department 
	
	Division of Student Affairs
	              


Note: If the students still need to transfer to other internship organizations or terminate the internship after the internship counselor has offered the counsel and negotiated with Company, please fill out the form, send it to the department/institute they belong to, by whom the cases are reviewed and the resolutions are given.
 National University of Kaohsiung Students Off-Campus Internship
The Record Form of Internship Achievement
	Execution unit
	

	Name of the activity
	

	Kinds of activities
	□The meeting for introducing the internship organizations
□The employee recruiting or interview
□The workshop during the internship
□Others                                  

	Date of the activity
	From _______ to _______ 

on ______ / ______ / ______ (YY/MM/DD)

	Place of the activity
	               
	Number of participants
	               

	Internship unit  
	(Leave it blank if none)

	Contents of the activity (200 words)
	

	Effect of the activity (200 words)
	

	The name of the picture file (at least 4-6 pictures with the descriptions)
	1.

	
	2.

	
	3.

	
	4.

	The names of other attachments (relevant materials such as agendas, questionnaires, meeting records, etc.)
	1.

	
	2.


	
	3.


Stamp of the unit: ____________

Date:  ________________________
National University of Kaohsiung Students Off-Campus Internship Grading Evaluation Form
Department/institute: 　　　　　　　 Class:　　　　　　  Name:        __   
The period of the internship: From _____/____/____ to _____/____/____ (Y/M/D)
The name of the internship organization (Chinese):                                       
The name of the internship organization (English):                                       
Internship department: ___________ Internship job contents:                                                     
Criteria of the evaluation:
　　Excellent（90~100）      

      Good（80~89）

      Fair（70~79）

      So-so（60~69）

　　　Bad（60以下）
Items of evaluation:
1. Spirit of job devotion          □Excellent  □Good  □Fair  □So-so  □Bad  
2. Quality and efficiency          □Excellent  □Good  □Fair  □So-so  □Bad  3.Learning enthusiasm           □Excellent  □Good  □Fair  □So-so  □Bad  
4. Team work and workplace ethics  □Excellent  □Good  □Fair  □So-so  □Bad  
5. Professional ability performance  □Excellent  □Good  □Fair  □So-so  □Bad  
Total score:              

General evaluation:                                                       
The signature of the internship organization supervisor:                          

The correspondent of the internship organization:                    
The contact phone of the internship organization:                   
____________ / _____ / _____ (YYYY/MM/DD)
Note: the internship grades are given by the director of the internship organization and the counseling teacher, and the evaluation should be signed by the supervisor of the internship organizations. Thank you for your assistance and cooperation. 
Please mail the form to : Department _____________________ of NUK, 
                    No. 700, Kaohsiung University Road, Nan-Tzu District, Kaohsiung 81148, Taiwan.
TEL: (07) 601-1000 ext. _______ Fax: _____________
National University of Kaohsiung Off-Campus Internship Students’  Satisfaction Survey Form
Department/institute: 　　　　　　　 Class:　　　　　　  Name:        __   
The period of the internship: From _____/____/____ to _____/____/____ (Y/M/D)
The name of the internship organization: ______________________________

Internship job contents:                                                      
Satisfaction Survey Items of Students’ Workplace Internship
Check items 1-4 and briefly describe in item 5-7.
	    Level of evaluation
Result

Item   
	Very satisfied
	Satisfied
	So-so
	Unsatisfactory
	Very unsatisfactory
	Notes

	1. The facility of the internship environment
	
	
	
	
	
	

	2. The interaction with the internship department
	
	
	
	
	
	

	3. The comparison between the internship job contents and the original expectation
	
	
	
	
	
	

	4. The effect of the internship
	
	
	
	
	
	

	5Concrete acquisition of the internship
	

	6. Suggestions for the internship organizations
	

	7. Suggestions for the internship courses
	

	Feedback or matters needed to handle.

Filled out by the internship counseling teacher of the department/institute.
	


National University of Kaohsiung Students Off-Campus Internship
The Record Form of Internship Achievement Sharing Symposium
	Execution unit
	

	Name of the activity
	

	Date of the activity
	From _______ to _______ 
on ______ / ______ / ______ (YY/MM/DD)

	Place of the activity
	               
	Number of participants
	

	Internship unit  
	(Leave it blank if none)

	Contents of the activity (200 words)
	

	Effect of the activity (200 words)
	

	The name of the picture file (at least 4-6 pictures with the descriptions)
	1.

	
	2.

	
	3.

	
	4.

	The names of other attachments (relevant materials such as agendas, questionnaires, meeting records, etc.)
	1.

	
	2.

	
	3.


Stamp of the unit: ____________
Date:  ________________________
Attachment
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Attachment 13





Attachment 14











