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Practical Training Final Report Format

The following Items should be included in the Practical training report.
Title Page (in order):

(KSU, Department name, Practical Training Program Report,
Title, Company, Student name, Student ID#, and Date <month, Year>)

Abstract
Acknowledgments
Table of Contents

1. Part One
A. About the Company (Max of 2 pages)

2. Part Two
A. Objective of the training.

B. Scheduling of tasks over the training
C. Activities related to each task assigned to you with details description
D. lllustration of the applied knowledge and skills in the training and its relation with the courses that

the student has learned.

m

Conclusions and Recommendations

m

References

G. Appendix I. Weekly Reports
Presentation Guidelines & Format

General advice: Be brief and to the point,
1. Presentation Outline

2. Introduction
Identify yourself, training company, Training Department, period of training.

3. Objective

Identify training area, Training Program, tasks assigned to you.

4. Weekly Breakdown
Identify each task undertaken during each of the 10-weeks and state whether it was fully accomplished,
partially accomplished, or not accomplished.

5. Gained Benefits

Display experience gained, techniques learned, problems faced and solutions or
attempted solutions

6. Conclusion & Recommendations

Presenting an overall evaluation of the training period, evaluation of the training
organization and recommendations for future trainees.
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