PRACTICUM REPORT
1. Front cover.
2. Table of contents.
3. Student’s personal information.
3.1. Name and surname(s).
3.2. Address, city/town, telephone number/fax/email

3.3. Course and group.
3.4. Tutor-teacher.
3.5. Name of the company/institution where the student has done their Practicum.
4. Information of the company/institution
4.1.  Name, address, telephone number, fax, email, etc.
4.2.  Organisational chart and main activities of the company/institution.

4.3.  Department and area for the student’s internship.

4.4.  Workplace infrastructure and supporting material available.
4.5.  Information and Communication Technology (ICT) of the company/institution.
4.6. General data of the company/institution (when possible): number of employees, sales volume, results... 
5. Description of the Practicum
5.1. Place where the internship was done: departments, city/town, etc.
5.2. Students’ contact person/s or tutor/s in the company/institution.
5.3. Schedule of activities.

· Starting date and end date.
· Complete timetables and time distribution of functions and tasks.
5.4. Functions and tasks performed.
· Personal objectives to achieve.

· Degree of compliance of the objectives.
· Description of the functions and tasks assigned to each job position.

· Position in the organisational chart of the company or section.

5.5. Previous training in the company/institution or in the faculty related to the tasks and functions done in the internship.
5.6. Training during the internship (e.g., courses, software...).
5.7. Supervision of the tasks carried out.
5.8. Description of what you have learnt. Please differentiate between what you have learnt as a practical application of the theory received in the Degree and what you have learnt – in your opinion – as new knowledge or skills acquired in the Practicum.

5.9. General impression of the Practicum (interest of the activities done, working atmosphere, general experience, etc.).
6. Suggestions.

6.1. Suggestions to improve the organisation of the Practicum in the Degree in Tourism at the UCO.
6.2. Suggestions to improve the Practicum in the companies/institutions.
7. References and documents used in the elaboration of this Report.

8. Annexes (e.g., pictures, documents, etc.).
Report Layout:
· Extension of the Report: minimum 20 pages; maximum 30 pages.

· Paper size: DIN A4.
· Format required: Font: Times New Roman 12 or Arial 12; line spacing: 1.5.

· Small homogeneous margins (2.5 cm), with numbered pages.

PAGE  
1

