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OFFICE MEMORANDUM
Sub:  Stamdurdization of Internship Application Proeedmres.

In umu[hahmﬁdﬁmihﬁ#ﬁpmnwntmhrdhlﬂn Mational Education Pallcy
(MEF) 20, it bas become cxsendls] far the crganizstions 1o adopd  uniform end strechered framewark for processing such
applications. Thmuulmhmmﬁmmdxummpmmuumu-hmmuu.
mnmmgmmmmm'—ﬁmnmm.

L Stapdariized Decaments to Be D,
hﬂhﬁuﬂhqﬂmmhmﬂdﬂﬁmhmqmm:

I, numlpﬁppimﬁmFmﬂnlhhuuhmqim;mmhtnfmh:iiqlhqukywnq:muiwﬂ-l
Interest, along with the Terms of Reference (ToR),

2. The Declarstion & Undentaking is to be sigmed by the spplicant afier o thoragh review of the Terms of Reference
(Tak).

3 Thtdnﬂlp?mmniugthuumﬂlm:ntpwa:hﬂm:ld:.ulini:gh:knﬂmtﬂnﬂ,dmimmndmh,
and mdicagive timlines for processing istomship apgiicarions,

IL Procedorsl Gwidelines.

ummﬁﬂwmmmuthmm:hm:
I hm:ﬂthﬂllﬂfmﬁmlimﬁmm,nnlmﬁmudTmnrhmmmwli:-.
2 Em:.-eli-lHTmﬂRﬁmhmhﬂﬂm@lyhh:wﬁuntmmmqhmm&
Undortaking.
5. ﬂﬂmﬂiﬂyuﬁ:mmmm&nhﬁdﬁmﬂmﬂwﬂhﬁ;-ﬂ“ﬂm#hm
4. Submit the completed application 1o SMMU-HR via email through the designated escatation channel Le. BMML -
DML = SMRLL

¥ or coenpliance with the sbeve procedures is expected, This framwork sl be effective immedistely ad remains applicable
to &l imtomship engagements processod henceforth.
Sdi-
(fiamgects Virung)
CEC-cum-Sinte Mistion Dinector
Arunschal State Raml Livelihoods Miaion
Gowerssnend of Asunachsl Pradesh

limnagar ;
Memo No. ArSRLM-101(16¥4 02 ArSRLM-ASHLM- Part (3) {Comp. No. 259976)  Diated Managar the 2.5 July 2025,

Copy byl

The CO0 (P}, DAY-NRLM, ArSRLM, for information and sction,
The COO-Skills, DOAU-GEY, ArSELM, for informalion znd noion,
ALl Db, ArSHLM, for information snd compliance.

All BMMs, ArSRILM, for informathon ssd compliance.

All Dhetricd Anchors, ArSHLM, for information,

Al SMiMs, ArSELSM, for informatice.

A PMa, ArSRLM, for informaticn,

The HR Section, ArSR1M, for mfonmation and complisnce.

The KM Saction, ArsRLM, for infarmation and necessary sction,
. The Accoust Linils for information.
A 'ﬂ'ﬂiﬂl":ﬂl}' -'";I'i':lﬂ'{l"- 'H.é )

— 2P |"tl| L
(Sangeets Yirung) |
CFi-cam-Sein Mission Director |
Aviiemeanchal Spane Riaral Livelihoods Mission
Cinwermment of Amnachnl Pradesl

—EES Ay



. GOVERNMENT OF ARUNACHAL PRADESH
;@B 1’;" ARUNACHAL STATE RURAL LIVELIHOODS MISSION
5 i ITANAGAR
d, E-mail :: srimceo@gmail.com | www.arsrim.in

Terms of Reference ,Policies and Procedures
forInternship and Field Placement

ArSRLM is an autonomous Society registered under the Society
Registration Act of 1860 under the aegisz of the Govermment of
Arunachal Pradesh. It is the Modal Rgency for implementing tThe
NRLM / Aajeevika schemes in the state and agency for
mebllisation of rural poor women inte member owned member-
controlled collectives or institutional platforms with a- view
to enable them to access gainful self-employment and skilled
wage employment opportunities in a8 manner that all rural poor
householda are able to maintain a minimum acceptable guality
af lifas.

The Mission embodies the principles and vision of NRLM while
keeping in mind the unique features of the State.

1. NATURE OF WORE OF ArSRIM:
1.1 Orientation:
« HO% Field Orientation — 208 Data Managament and
Reporting
* Presence in SHG meetings, FLF meetings

s Anchoring and advocating neads of SHGs and [/ ox
their federations to line departments.
1.2 Household coverages:

& Done through getting one mother Didi into SHG

network. One mother / Didi per family in a S5HG.
1.3 SHG:

A1l SHG= ALE independent and informal
institutions of rural poor women.

= These SHGs are to be dedicatedly supported by
mission staff initially and later by the
federations:

® Just as growth of a child the SHGC also attains
strength over a periocd of time




Primary Level Federation

e They are formed by bringing several SHGs under
a common leadership.

o All Federations are membéer owned and member-
controlled institutions.

s These federations are to be supported in a
gimilar manner as was done for SHGS.

# Take up aspects related to =ocial inclusion,
gender equity, nutrition, health, sanitation.

1.5 CLF:;
& Cluster Level FederatCions
o hpex level of federatioms of the SHG network.
e Formalised institutions
# Expected to support all the PLFs and through the

PL.LFs, all the SHGs in thelr area of functioning.

Take up aspects related to social inclusion,
gender equity, nutrition, health, sanitation.

2 INTERHESHIP:

ArSRIM's wolunteer and Ainternshlp programme provides an
ocpportunity to gain an Insight into the development sector
through hands-on grassroots work. ArSRIM host® interns from
leading academic institutions BCross India; Hortheast,
ABrunachal Pradesh and believes that they can create a large
impact in the Society. Interns Ccan Work acrods ourl progiamme
areag and have the opportunity to spend a signifigcant amount
of time in the field. The internship is meant for thase
seeking to gain work and life experience, and want rto
contribute something back to the soclety. Interns may also
develop a customised project according to their interests and
the needs of the organization.

2.1 Purpose:;
s To Provide opportunities to the young Lo

experience and feel inspired to contribute to the
development pector.

Build linkages with educatiemal institutions.

Enhance the potential pool of young people who may
enter the field of development.
2.2 Objectives:
At the snd of the Internship, the Intern would have:
= Enhanced their appreciation for rural realitias
#* Enhanced their appreciation for development

S\\ challenges
* Had the opportunity to put into practice some
\d aspects of thelr learning from their classrooms

":E uﬂ‘p-—smn
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¢ This internship will help the intern understand
Ar3RLM approaches, Poverty related issues in the
gtate in particular,country in General and broaden
hias/her understanding of ArSRIM's missions and
obtain the working experience of the system.

2.3 Duration:
s Minimum of 15 Daysas per ArSEIM or

e Based on the Reguirements of the academic
curriculam

2.4 Financial RAspect: Ho stipend is offered For
Internship. Candidates are expected to make their own
arrangements for travel. The candidates shall be
accommpdated at SHG Household by the Fleld Superwvisor
and Pay rent at the rate of Rs 500 per day te the PLF
and CLF as per the ArSRLM norms for Rural Attachment
test, and help the Intern settle in her/his location.
However, no reguest £for desired location placement
for Internship shall be entertained. Bach Intern will
be attached to a ‘Block Mission Manager’ who will act
as a Ffield Supervisor of the Intern and extend
support facilitating the Intern’ s stay and
exploration.

2.5 Mo Intemship Certificate shall be provided from ArSRLM. However, An
Assessment report shall be shared to the Institution
by the concern Field supervisor in the format dully
tssued by the institution.

Person seeking to volunteer/Intern with ArSRELM, may submit an
Application duly forwarded by HOD of the Institution
addressing to CED cum SMD , Ar3RLM in the following mail id:
srimoeclgmail .com ,cocpsrlmignail..com, smmhrarsrim@gmssil.com,

3. QUALIFICATIONS AND SEKILLS

3.1 Enrolment in an undergraduate/graduate degree
programme of a recognized institution in a relevant
FrLogramme

3.2 Cood written and oral communication skills in English

3.3Ability to plan and organise work

3.4 Resourcefulnesa, initiative, enthusiasm and detail-
ariented

3.5nbility to work in a multi-cultural team environment

3.6vVery good computer skilla including knowledge and
axperience in all Microsoft Cffice software
(PowerFPoint, Word, BExcel; Outlock, etc)

s
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3.7 Tech-savvy with knowledge of social networking tools,

ete., iz an asset

3.8 Demonstrate commitment to ArSRLM mission, wvision and

valuss

3.9 pisplay cultural, gender, religion, race, natlonality

and age sengitivity and adaptability

4.SPECIFIC TASE TO BE PERFORMED BY THE INTERN:

4.1 Submission of report to SMM HR with a forwarding

e
s

4.6

addressed to CEOQ cum SMD ArSRLM

Impact Assessment Framework on assorted set of topics
to be done

Heed to arrive at conclusions on functioning of the

miszsion support system and corresponding impact.
Sharing of the overall framework with concerned
Institutions for the purposes of grading of reports.
Explanation of Roles and Responsibilities / Functions
Asgist the programme team in coordinating with
partners and stakeholderson actlvities, events,
Erainings etc

Other tasks as assigned

5. INSTRUCTIOHNS:
5.1 Ba vary courteous:The SHG mothers are core of Che

largest self-employment and behaviour change
development programme of the planet as on date. They
are critical for ArSRLM and are held in highest
esteem.

Explain your role / task to sach SHG / PLF / CLF wou
visit and seek their permission before data
collection and analysis. Do not proceed unless they
give pPermisslorn.

Do HOT advise or judge the SHG network.

Do WOT attempt to influence the process of
functioning of SHGs / FLFs / CLFs

Do WOT promise anything {any additional support).

Try to understand the WHY of things of the responses.
Try to analyse the responses from the perspective of

the mother and the corresponding institution
concarned.

Since this is an Impact Assessment exerclse, there 1is
a need for collecting additional {secondary)



PREVIOUS ASSIGMENTS FOR REFERENCE:

information for the purposes of framing student

caonatruct for assassment.

Assignment 1:

SHGs

staff, cadres,
SHE members

8l. | Broad Areas to be | Responses Ramarks
probed
EE Presence of From the Dfficials can includse
officials in the officials non-mission staff
field themselves and
from the
CommuniLty.
2L Functioning of From the mission . Formation support

— i.@., whether
Fformation of SHG
wasd facilitated by
mlasion staff or
by Internal /
External Commuonity
Respurce Parsons
v MNumbers of wvisits
mace by officials
to the 5HG in
thelr mecstings.
¥ Humbers of
meatings being
dons
 Issues ln weskly
nature of
transacting
buszineas
Support provided by
mission staff in terms
of resolotion of issues

O-cum-SMD

[ Wisake
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81l. | Broad Areas to be Responses | Remarks
probed
1. |Utilisation of From the |Which fund was received when?
Grants community. | How much time it tock to
* Revolving recaive revolving fund after
Fund ([RF} the SHG was formed (the first
«  Community meating date of SHG is the
Investment date of formatian of SHG) .
Fand (CIF) How was the fund vsed? -
Interloaning / Extension as
non-refundable grants for any
conmmption purposSss.
How many times have the money
rotatad? What is the velooity
of lending (how many times
the grants have been extended |
as internal loan?
What is the basis for
deciding on a S5HG member or a
SHG in the case of extending
loan from CIF.
What is the velocity of
lending of CIF
-cum-SMD
‘Mmmmuﬂlﬂm'
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Asgignment 3:

51, | Broad Areas to ba | Responses | Remarks
probad

1. |Bank Credit From the + When was tha bank

officials craedit receiwved?

and from v How long did it take to

the racaive bank credit

commmn ity after the submigasion of
loan to the bank?

 Who has dona the
coordination with bank
far ensuring loan
availability?

* What was the nature of
loan — Cash Credit or
Term Loan?

* How many instalments
are panding as on date?

¥ Has there bean any
default in terms of
rapayment to the banks?
If so, details

| pertaining to default,

and how was the dafault

made good?

z . Functioning of From the ¥ What is the role of a

PLFa ocfficials PLF? How is the PLF

and from being supported by

the ArERIMT?

communi ty ¥ How many meetings are
donie?

¥ Is the PLF satisfied
with its own
parformance or not and
reasons thereaf.

CEQ-cum-5KD
armpchal Stals Rurl Lveliwods Weses
Rezranar
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Internship Application Form

fi. PERSONAL DETAILS Excmpury
Siee Fhooo

Full Mame [ block letters)

[ate of Birth™ ¥ [Do]y [rME]y [y

Gander : [ Male O Female Cosher
Permanent Address i

Present Address (if different) :

Muobile Mumber

Enail [Ty :

*Applicants batow IR Vears of Age will pesid to produce covesent froo Parents Leagal Guenlian o parsid
internsfiip with the Orgamizaticn

B. HBGEST EDLMCATIONAL QAR IFICATION,

Exam Mame of University/Board | Year of Percentage fGrade
Passesl fAppesred | Instilition Passing

G INTERNSHIF DETALS

Course Currently Fursulng

Name of Collepe,Mniversity

Interiship Duration ¢ Fram: Toe ; Waeks
Freferred Locatbon : {Flock/District).
Mame & Designation of 3

Faculty /Supervisor Incharge

Contact Derails of the & ] [mMail)

Faculty /Supervisor Inchargs

Purpoze of Intermship |/ Areas of Interest:

Whether Internchip is a Corricelum Beguirement? [ Yes O Mo
(If Yes, attach a recommendation leter from the institution)




GOVERNMENT OF ARUNACHAL PRADESH

@E’;@; Arunachal State Rural Livelihoods Mission
ITANAGAR

b. BECLARATION

I bereby declare that 1 arm the O Applicant f O Parent [/

m| LIE!I Guardian af the aP];ulimnT [r-l.;rnn nf .ﬁ.]}p'lig:an:}, and
that all inforration provided in connection with the intermship s tree and accwurate to the
hezst of my knewledge and belief,

| understand and acenowledge that the internghip offered by ArSRLM is voluntary, does not
constitute an offer of employment, and provides no assurance of future engagement with
the erganization. [ further confirm that the internship is solely intended for academic and

aducationzl enfchrent and carrles no remumeraton or employment benetios,

Ifmy ward undertale{s] to adhere bo all applible polices, rules, and regulations
prescribed by ArSRLM for the daration of the internship | confirm that | have read and
understeed the Terms of Reference [TOR) peverndng the internship and sgree po fulfll the
responsibllides and expectations outlined therain

Ifmy ward affirm(s) that any information. documents, or data accessed during the
internship shall be rreared as confidential and shall not be disclosesd, reproduced, or
misuserd without prior written approval of the competent authorsty at ArSELM. |
understand that unauthorized use or disclosure may result in disciplinary and/for lagal

Conseuences.

1fmy ward sccept{s] Rull responsibilicy for all actons and conduct during the internship
period, [y ward shall not engage in any unlawiicl activity or behavior nconsizient with
the rules, values, or code of conduct of AFSRLM. [fmy ward shall nob comseme ar be under
the influence of intoxicating substances during the internship,

I ackmowleddge that vielation of any internship guldetine or cede of conduet, Incleding
engagement o profdbited or inappropeiate behawior, may lead to fmmediate termination of
the internship, and [ accept full recponsibility for any resulting consequences.

This declaration (= made voluntarily and with full awareness of its implicstions.

Daies Flage:

Signature of Applicant [Farent,Legal Guardian):

E. FOR OFFICE USE OMLY
Date of Recelpt:

Veerified by (EMM/DHM]: (Name, Sigmature & Seal]

Remarks (i anp):

DY i 0



| GOVERNMENT OF ARUNACHAL PRADESH
Ecﬁab:i Arunachal State Rural Livelihoods Mission

ITANAGAR

E-mail:; srimecep@@pmoeil.com | www. arsrim.in

Internship Application Processing Checklist:

o

Task Description

I

The spplication reguest must bie submitted at least 15 days prior te the
proposed start date of the internchip. 1F the propoged date does not meet
this minlmam requirement, the applicant most be asked to revise the start
date accordingly before processing.

The application fofm must be completely and aocurabely filled by the
applicant

Ensure that the applicant has been providesd a copy of the Terms of
Referance [ TOR) and that b or she has read and understood it prior w
shgning the Dedaration and Undertakdng.

The form must be verified and signed hy the concerned BMM /DMM of the
Block,/Destrict whare it was submithed.

The DM may conduct cross-verification of detalls and documents befora
submission 1o the HR Secton,

The application must be submitted to SMMU within 3 days of recalpr at
DRIMU BMBLU level,

All reguired supporting decuments (e.g, government-Esued Photo 10,
College Id, educadional certificares erc) must be enclpsed, complete, and

legible.

The application must clearly specify the internship doration, Area af
Interest aind Name Designation & Contact Details for the Reporting
SupervisorFaculoy.

Driginal copy of the complete application set must e retained at the
DL MBI loved For Inettutiona Pecards,

Ah}" irlnl.'ﬂ-:l'npiul!e OF dehicient tpplipﬁnrﬂ must b retorned to the =|'|;|P|.'i|:=11'r
within 2 working days, along with appropriate remarks.




