
Internship Report Guidelines

Graduate School of International Relations
Ritsumeikan University
Submission of an Internship Report is mandatory upon completion of the internship program.

Follow the guidelines below and write a report on your internship experience and results.

The main bodies of submitted reports will be bound and available for reference at the Administrative Office of the College of International Relations in the spring following the completion of the internship.
1. Report Format
Internship hours and number of words

	Number of hours of internship
	Number of credits
	Number of words 

	150 -300 hours
	2
	Approximately 2,500 words

	301- 450 hours
	4
	             5,000 words

	451- 600 hours
	6
	             7,500 words

	More than 601 hours
	8
	            10,000 words


Notes

· Photos, location maps, and an organizational chart of the internship institution/business can be included, provided the inclusion of such items gives specific information regarding internship activities. In addition, graphs, photos, footnotes, references relating to internship activities as well as research themes can be also included in the report.

· The beginning of the report should follow the sample format provided on the following page.

· Internship reports will be bound for reference at the Administrative Office of the College of International Relations. For the sake of convenience, please complete the last page of your internship report on an even number of page (if possible).

2. Submission of Report 
Due date 

Within a month after completing the internship

Notes  

 *In cases where students change their school registration status (leave of absence, withdrawal, or completion) immediately after completing the internship program, they are required to submit their internship report by either one month following the end of the internship, or by the specified dates below, whichever is earlier: 
- Students who are expected to take a leave of absence or withdraw from school during the fall semester, or complete their studies before the start of the fall semester of the current academic year:

 ---> September 25th
· Students who are expected to take a leave of absence or withdraw from school during the spring semester, or complete their studies before the start of the spring semester of the following academic year:

---> March 30th 

Place of submission 

Administrative Office, College of International Relations 

Number of copies
One (single-sided)

Page setup 

A4 size paper

Top margin 35mm, Bottom/Right/Left margin 30mm

Header 15mm; Footer 17.5mm

Font: Arial/English, MS-Mincho/Japanese

3. Sample
	Overseas or Domestic Internship Report    (14 point (title)

(Leave single space) (12 point
Name of Internship Institution/Business: (12 point

Internship Period:

Name of Supervisor:

(Leave double space) (12 point                             12 point
Submission Date: (12 point

Student ID:

M1 or M2, Graduate School of International Relations

Name:

(Leave double space) (12 point

Begin the text here. Use 10.5 point. 
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