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Faculty of Business and Finance
Industrial Training 

Semester 8, Session 2012/2013
Documentation Guidelines

GUIDELINES FOR PROGRESSIVE REPORTS

1.
The Progressive Reports is made up of Sections 1 to 4. They are as follows:

Section

1:
Student and training details

2:
Employer’s details

3:
Weekly summary of training (shall consist of Week 1 until Week 12)

4:
Student’s evaluation form – (to be filled up upon completion of training).

Students are required to complete Sections 1 to 4. See page 2-5 hereof.

Prepared by the Head of Industrial Training 

International University of Technology Twintech - IUTT

Tel:  (01) 427570

Fax: (01) 427572

Date: Mar 10, 2013

Documentation Guidelines Template A version 1.1 / 2013
Section 1 of Progressive Report

Student and Training Details

	Reference No.
	:  IUTT/BIB,Industrial Training/ITP[Student ID]

	Student’s Name
	:

	
	

	Student’s ID
	: 

	
	

	Name of Course
	: INDUSTRIAL TRAINING 

	
	

	Name of Programme
	: BACHELOR OF BUSINESS ADMINISTRATION ( XXX) (HONS)

	
	

	Faculty 
	: BUSINESS AND FINANCE 

	
	

	Trimester / Academic Year
	: SEMESTER 8, SESSION 2012/2013


	IUTT Supervisor
	: 

	Employer
	: 

	
	

	Duration of training
	: XX WEEKS


	Date of Commencement
	:

	
	

	Date of Completion
	:

	
	


Section 2 of Progressive Report

Employer’s Details

	Employer/Company
	:

	
	

	
	

	
	

	Address
	: 

	
	

	
	

	
	

	Principal Activity
	: 

	
	

	
	

	
	

	Name of external supervisor
	:  

	
	

	
	


Section 3 of Progressive Report

Weekly Summary of Training

	Student’s Name
	

	Major 
	

	IUTT Supervisor
	

	Employer
	

	External Supervisor
	

	WEEK 1

	Date/Day
	Description of 

Activities
	Comment by external supervisor

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Signature by 

external supervisor:

Date : 
	



Page 1 / 4

