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On-the-Job Training (OJT) Guidelines

1. Introduction

The On-the-Job Training (OJT) program for T.Y. BBA, BBA-IB, BBA-CA and BBA-DI,
Semester VI is designed to provide students with practical exposure (o real-world business
environments. This initiative aligns with the principles of the National Education Policy
(NEP) by integrating experiential learning, skill enhancement, and employability
development.

2. Course Objectives of On-the-Job Training (OJT)

COlL: To apply theoretical knowledge in real-world business scenarios and bridge the
academia-industry gap.

CO2: To develop technical expertise and soft skills like communication, teamwork, and
problem-solving for better employability.

CO3: To foster industry exposure by enhancing workplace understanding, practical experience,
and professional networking.

CO4: To assess learning outcomes through evaluation, industry feedback, and self-reflection
for career readiness.

3. Course Outcomes of On-the-Job Training (OJT)

After completing the course, the student shall be able to. ..

COL: Apply theoretical knowledge to real-world business scenarios and industry practices.
CO2: Develop technical expertise and essential soft skills for enhanced employability.

CO3: Gain industry exposure, understand workplace culture, and build professional networks.
CO4: Evaluate learning outcomes through self-assessment, mdustry feedback, and career
readiness.

4. Eligibility & Duration

Eligibility: All students enrolled in Semester VI of T.Y. BBA, BBA-IB, BBA-CA and
BBA-DI under NEP pattern arc required to participate in OJT.

Duration: A minimum of 120 clock hours of training is mandatory.

Mode: The training can be conducted in offline (physical workplace) or Hybrid mode,
subject to industry requirements.

5. Nature of OJT Program

The OJT program consists of four credits and 100 marks.

The training must align with the Specialized Major Core Subject opted by the student.
The content of the OJT Programme is based on the syllabus prescribed for the specialized
paper.

Successful completion of the OJT is mandatory; if a student does not meet the prescribed
standards, they must undergo OJT again in a different establishment.

Students must adhere to professional conduct and ethics at the training establishment.
Upon successful completion, students will receive an OJT Completion Certificate.
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6. Scope and Structure of OJT

Each student must undergo training in an organization relevant to their specialization. The
training should be structured, supervised, and aligned with their academic curriculum.

6.1 Major Core Courses for BBA

A. Marketing Management- Principles of Marketing, Retail Management, Store Operations, Digital
Marketing, Legal Aspects of Marketing, International Marketing, Brand Management,

B. Financial Management- Principles of Finance, Banking and Finance, Banking Operations, Financial
and Cost Accounting, Analysis of Financial Statement, Direct and Indirect Taxation, Securities and
Portfolio Management

C. Human Resource Management- Principles of Human Resource, Organizational Behavior, HR and
Talent Acquisition, Legal Aspects in HR, International HR, Training and Development

6.2 Major Core Courses for BBA-International Business

Commercial Geography, Indian Business Environment, Global Business Environment, Production
and Operation Management, Supply Chain Management, Human Resource Management, Foreign
Exchange Management, Recent Trends in Supply Chain Managements, Cross Cultural
Managecment.

6.3 Major Core Courses for BBA-Computer Application

Basic C language, Advance C Language, Database Management System, Data Structure Using C
Language, CPP Programing, Core Java, Angular JS, Big Data, Advance Java, Node JS, Dot Net
Programming, Android Programing,

6.4 Major Core Courses for BBA-Design and Innovation

Fundamentals of Simple Tools, Observations and Scrach Book, History of Design, Design Elements,
Design Thinking, User Research and Statistical Tools, Product Aesthetics and Agronomics, UI and
UX Design with Al, CAD Modeling, Rendering Techniques.

. OJT Program Framework

The OJT area and content will be finalized by the concerned subject teacher in
consultation with the host organization.

The OJT program must incorporate key concepts from the specialized subject syllabus.
Students should gain hands-on experience within the 120-hour timeframe.

The OJT does not include pre-training or evaluation sessions.

8. Evaluation & Assessment

The OJT performance will be evaluated based on:
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Hard SKkills: Technical skills acquired.

Soft Skills: Communication and teamwork skills developed.

OJT Outcome: Relevance of learning outcomes.

Industry Feedback: Assessment from the OJT provider.

Knowledge Enhancement: Value addition to academic learning.
Presentation Quality: Structure and clarity.

Contribution to Organization: Practical application of knowledge.
Overall Conduct & Discipline: Professional behavior and punctuality.
Total Marks: 100 (4 Credits)- Internal Assessment: 40 marks (Viva-voce);
External Assessment: 60 marks (COmpletion of OJT).




9. OJT Presentation

Students must submit a PowerPoint presentation covering:
1. Organization details
1. Objectives and learning goals of the OJT
iii.  Breakdown of the 120-hour schedule
1v.  List of officers and staff members
v.  Work profile assigned
vi.  Tasks performed and skills acquired
vil.  Challenges faced and solutions implemented
viil.  Contribution to organizational improvements (if any)
x.  Suggestions for OJT improvement
X.  Feedback on the overall experience

10. Evaluation Panel

i, The evaluation panel will consist of one internal examiner and one external
examiner.
il.  Industry experts may be invited to assess student performance.
. The final evaluation will carry 100 marks (4 Credits) and will be assessed on:

a. Regularity & punctuality
b. Actual work performed

¢. Industry feedback

d. Skills learned

e. Problem-solving approach
f.  Learming attitude

11. Roles & Responsibilities

A. Students
a. ldentify and confirm the OJT organization in consultation with faculty.
b.  Adhere to professional conduct and complete assigned tasks.
¢. Submuit all required reports and participate in evaluations.
B. Faculty
a. Guide students in selecting an appropriate OJT domain.
b. Monitor student progress and provide academic supervision.
c. Evaluate reports and presentations.

12. List of Documents and their link

Letter to Internship Providing Organisation for Inclusion of Students
Undertaking from Student-To College

Undertaking from Student-To OJT Provider

Log Sheet of Work Performed During Internship - 1

Log Sheet of Work Performed During Internship - 11

Feedback from Internship Provider Organisation

Student Feedback Form
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To,

(Organization Name)

(Organization Address)

Subject :- Request for inclusion of students of our college for Internship Program.,
Madam / Sir,

As per the guidelines of the National Education Policy (NEP), MES Garware College of Commerce
(Autonomous) has introduced the On-the-Job Training (OJT) Program for Third-Year BBA, BBA-
IB, BBA-CA and BBA-DI. students as part of its academic curriculum. This initiative aims to
provide students with experiential learning, allowing them to gain hands-on experience in various
aspects of business and commercial activities. The program is designed to enhance their practical
knowledge, employability skills, and industry readiness.

In view of this, I request you to provide following students of our college (List enclosed) with an
opportunity for OJT in your esteemed organisation.

We would appreciate if you could provide exposure of the following business activities to these
students:-

We look forward to a mutually rewarding academic association with your organisation.

Thank you.

Sincerely,

Subject Teacher
Major Specialization

Principal

Principal :
MES. Garware College of Commety.-
Y32 (Autonomou&)




UNDERTAKING FROM STUDENT

Section Details

1. Student Details

Name of the Student

Class

Division & Roll Number

Specialization (Major Mandatory)

2. Organization Details

Name of the Organization

Address of the Organization

Name & Designation of the Subject
Teacher

Contact Number

Email 1D

To,
The Principal,
MES Garware College of Commerce (Autonomous), Pune

Subject: Undertaking for On-the-Job Training (0JT)

Respected Madam/Sir,

1, a student of TY BBA, BBA-IB, BBA-

CA and BBA-DI. (Semester VI), hereby undertake that I will be joining
for my 120-hour On-the-Job Training

(OJT) Program from to 2

I assure you that I will adhere to all the rules, regulations, and instructions set by the OJT-
providing organization. I understand that my behavior, discipline, and performance during the
internship period will be my sole responsibility.

I hereby agree to maintain professionalism, punctuality, and active participation throughout
the OJT program.

Thank you.

Yours obediently,

Sign: Sign:
Name: Name:
Date: Date:
Place: Place:
Parent/Guardian Student




UNDERTAKING FROM STUDENT

To,

(Organization Name)

(Organization Address)

Subject: Undertaking for On-the-Job Training (OJT)
Respected Madam/Sir,

I, , @ student of MES Garware College of
Commerce (Autonomous), Pune, currently studying in TY BBA, BBA-IB, BBA-CA, BBA-DI
(Semester VI), hereby undertake that 1 will be joining your esteemed organization for my 120-
hour On-the-Job Training (OJT) Program from __ to

1 assure you that I will strictly adhere to all the rules, regulations, and instructions issued by
your organization. | understand that my behavior, discipline, and performance during the OJT
period will be my sole responsibility.

Additionally, I pledge that I will not disclose any confidential or proprietary information
made available to me during or after the internship period.

I am committed to putting forth my best efforts to ensure that this internship opportunity is a
mutually rewarding experience for both myself and the organization.

Thank you.

Yours sincerely,

Sign:

Name:

Date:

Place:

Student




LOG SHEET OF WORK PERFORMED DURING ON-THE-JOB TRAINING

iy

Name of the Student

Name of the College

MES Garware College of Commerce (Autonomous),

Pune

Class

Division and Roll Number

Address

Contact Number

Email ID

Specialization (Major Mandatory)

O [(A ||| W o

OJT start date

<

OJT end date

LOG SHEET OF WORK PERFORMED DURING ON-THE-JOB TRAINING

Sr.

No.

Date

Time

Total

From

To

Hours

Details of work done

Signature
of officer

Signature
of
student
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10

11

12

13

14




o Date

Time

From

To

Total
Hours

Signature
of
student

Signature

Details of work done af 6fficar

16

17

19

20

21

22

23

24

25

26

20

28

29

30

Certified that

(Name of the student)

has satisfactorily completed the On-The-Job Training program assigned to him.

Sign:

Name:

Place:

Date:

Manager/ Section in charge




LOG SHEET OF WORK PERFORMED DURING ON-THE-JOB TRAINING

To,

The Principal,

MES Garware College of Commerce (Autonomous),
Pune.

Subject: Certification of Completion — 120 Hours On-the-Job Training (OJT)

Respected Madam/Sir,

I .am pleased to mform you that the following students of your college have successfully
completed their 120-Hour On-the-Job Training (OJT) Program at our organization.

List of Students:

gl(; Name of the Student II:(:}'] Aadhar No. (Mgﬁ:&:;\a}ll;a;ﬁﬁry)
1
2
3
4
5
6
7
8

During their internship, these students received adequate industry exposure and hands-on
training relevant to their specialization. They have demonstrated dedication, learning ability,
and professional behavior throughout the training period.

We are confident that they will continue to excel and contribute effectively in similar
professional environments.

We extend our best wishes for ther future endeavors.

Thank you.

Sign:

Authorised Signatory Name:
Organization Name:
Date:

Place:

Authorised Signatory, Organization Name & Seal

; ((Autonomous)




FEEDBACK FROM OJT PROVIDER ORGANISATION

Dear Madam/Sir,

We sincerely appreciate your support in providing hands-on industry cxposure to our students.
Kindly provide your valuable feedback regarding the performance of the student based on the
parameters listed below.

Sincerely,
Coordinator — OJT Program (MES Garware College of Commerce, Autonomous), Pune

OJT Program Feedback Form

A. General Information

Sr. No.

Particulars

Details

Name of the Officer

Department

Designation

Name of the Student

Name of the College

MES Garware College of Commerce (Autonomous), Pune

Roll Number

~ (|| R

Specialization (Major Core
Subject)

B. Individual Performance Evaluation (Please tick the appropriate checkbox for each
parameter.)

;:;'_ Parameter Excellent gﬁ(‘;ﬁ Good Satisfactory ImpT::grien ‘
1 | Domain Knowledge O &) O O O
2 | Communication Skills O ([l Cl O O
3 | Punctuality & Dedication O @ O 0 (]
4 | Ability to Work in Teams O ([l U 0 O
5 | Problem-Solving Skills L] L] O | I,
6 | Quality of Work Done O | O O O
7 | Effectiveness | O O O O
8 | Efficiency O (] O O O
9 | Ability to Take Initiative | L | (] O
10 | Positive Attitude O 5| [ O 4
11 | Professional Appearance O O | O U
12 Utilizing Full Potential at O O ~ 0 o

Work
13 | Work Habits O (] Bl O [

14 | Honesty & Integrity N O Il ] O

15 | Creativity O O O O O

Please turn over

MES Garware College of Commerce (Autonomous), Karve Road, Pune 411004




Part B — SWOC analysis of the student (Please mention below the strengths and
weaknesses of the student and the areas for improvement)

Sign:

Name:
Designation:
Organization Name:

Name, Designation and Signature of the Supervisor / Reviewing Officer

Place of Review :
Date of Review :

MES Garware College of Commerce (Autonomous), Karve Road, Pune 411004




STUDENT FEEDBACK FORM

A. General Information

Sr. No. Particulars Details
1 Name of the Student
2 Class
3 Division & Roll Number
4 Present Address
5 Contact Number
6 Email 1D

B. Internship Experience Evaluation

Please rate the following aspects of your Internship Experience on a scale of 0 to 10, where 10

means strongly agree and 0 means do not agree at all,

Sr.
Parameter

Rating

(0 - 10)

The OJT training provided by the college was very useful.

I was properly introduced to the task assigned to me in the organisation.

I was given proper guidance to carry out my responsibilities.

My officer/In-charge was cooperative and supportive.

I found my tasks interesting and worth learning,

My officer/In-charge addressed my queries/doubts quickly.

I received due respect from my colleagues in the organisation.

The contents of my curriculum matched with the practical exposure.

The knowledge I gained in college was useful for my OJT tasks.

Somqmm#mmﬂg

The OJT Program was useful in enriching my real-world knowledge.

C. Suggestions for Improvement

1.

2.
3.

D. Overall Feedback

Please share your overall experience during the OJT (if not mentioned above):

Sign: Date:
Name: Place:
Student

MES Garware College of Commerce (Autonomous), Karve Road, Pune 411004




