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GOVERNMENT OF ODISHA
HOUSING AND URBAN.DEVELOPMENT DEPARTMENT

NOTIFICATION , . t,

No HUO-1a. ?ROt-64-ScH-rr-OOgzlzotsf L4 68 b ,HUD' Bhubonesrvar, Dt'
INTERNSHIP GUIDELINES, 2016

l. Purpose:

The Housing & Urban Development Department (H&UDD) is the nodal Department of
Government of Odisha for ensuring proper and planned groMh of cities and towns with adequate

infrastructure, amenities and services provided to the citizens through the Urban Local Bodies
(ULBs) and parastatal agencies like Development Authorities, State Urban Development
Agency, Directorate of Town Planning etc. The Department is involved in ensuring efficient
management & delivery of civic services like provision of affordable housing, safe drinking
water, sanitation including solid waste management, storm water drainage, sewerage, roads,
public transport; and creation of livelihood opportunities by accelerating economic groMh of
cities/towns and building capacity of the urban poor.

H&UDD has decided to initiate a Scheme for engagement of interns in ULBs and parastatals
from April 1,2016, consistent and linked with the State Annual Action Plan prepared underthe
Atal Mission for Urban Rejuvenation and Transformation (AMRUT). This scheme seeks to
engage Indian nationals who are pursuing graduation/post-graduation or research courses in
reputed Universities/ Institutions within India as "Interns". For the larger benefit of the student
community and with a view to enriching the management/implementation of its various
schemes/programmes, H&UDD has decided to notify these "Internship Guidelines 2016" to
provide a framework for engagement of Interns on short term basis.

2. Objectives and Guiding Principles:

(i) The objective of the scheme is to allow young talents from the reputed institutions to be
associated with the Departmental work for mutual benefits:
t The "Interns" shall benefit by getting an exposure to the Government functioning

and the issues in Urban sector and contribute to the policy formulation by
generating inputs such as empirical analysis, briefing repofts, policy papers etc.
Further, this scheme aims at encouraging active participation of interns in the
learning process through experimentation and putting into practice the acquired
academic knowledge under the guidance of a qualified and experienced
Supervisor/Mentor.
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. Depaftment may benefit from the additional resources in the form of young talents
with fresh perspectives and their outputs which shall add to its policy formulation
base.

(ii) The scheme shall be guided by the following principles:
. ensuring resume-building tasks are assigned to the intern
. ensuring do-ability of the assigned tasks within the timeframe
. ensuring frontline experience to the intems; and

. ensuring continuous guidance and feedback to the intern

3. Definitions:

Unless the context requires otherwise. the foilowing words shall have the meaning attributed to
therr in these guidelines:-

(D "Department" means The Housing and Urban Development Department (H&UDD).
(ii) "Competent Authority" means the Commissioner-cum-Secretary, Housing and Urban

Development Department.

"Empanelled Institution" means any Academic Institution, which has been

empanelled by H&UDD for nominating candidates under the "Intemship Scheme".

"Allotted Organisation" means, organisation (Urban Local Bodies, Parastatals and

Department) where lntern has been al]otted to work during the Intemship.

4. Eligibility:

(i) Indian students pursuing Graduation/Post Graduation/Research Courses in the

Universities/ lnstitutions duly empanelled by the Department and specializing in areas

related to Engineering, Management, Finance, Town Planning, Environmental

Engineering, Other Social Sciences, Social work etc. shall be eligible for consideration

as lntems.

Note:

1) The Department shall prepare and noti! a list of empanelled

Universities/[nstitutions depending upon the willingness of the Universities/lnstitutions

and/or requirements ofthe Department. The list shall be updated by the Department as

arrd when required. The initial list of empanelled institutions shall be as per Annexure-

L

2) Filst yeal Bacl.relols' Degree students and those who have completed final year of
thoir gra{uution (or uwuiLing finul your rusults) shull rrot be eligible fot Intemship.

Further, it may be noted that those who have completed final year (or awaiting results)

ol their post-graduation shall not be eligible for Internship.

(ii) The eligibility criteria may be relaxed in deserving cases based on need of the

Depa(ment on prior approval ofCompetent Authority.

(iiD
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6.

5- Application Procedure:

(0 The Department shall notify in the month of January/February every year, a) the total
no. of Internship slots available for the financial year; b) distribution of slots across
different organisations (Department, ULBs and parastatals); and c) the type of projects/
assignments available in these organisations. The competent Authority shall have the
discretion to increase or decrease the quantum of slots as and when required, depending
on the requirement in various schemes under various sections/d irectorates/organ isations
of the Department.

(ii) The Department shall issue letters to the empanelled lnsritutions soliciting nominations
for Internship. The last date for application/nomination shall be specified clearly in the
letter.

(iii) Interested Institutions can nominate a maximum of3 interestecl and eligible students for.

the Intemship program and must send their applications in the prescribed form
(Annexure-Il) comprising a) CVs of the nominees, b) their preferred period ,of
Internship during the financial year and c) their areas of interest in order of preference
as per Annexure-Ill, to the Department.

Selection and Placement Procedure:

The list of nominated candidates shall be prepared and placed before the Competent
Authority for final allotment/placement. The Interns shall be allotted to an organisation
for Internship, keeping in view the areas of interest expressed by the candidate and
subject to suitability and availabitity of slots. The allotment of the Interns to the
organisations may be done on first come first serve basis or any other suitable method
at the discretion ofthe Competent Authority.

The actual offer shall be sent to the empanelled Institutions subject to availability of
slots and approval of the competent Authority. The offer lor intemship is neither an
employment offer nor an assurance of an employment with the Department.

The Department may organise a short induction/orienlation programme for the Interns
on the first day ofthe Internship in Bhubaneswar. Every Intern shall be attached with a

Supervisor/Mentor from the allotted organisation.

7. Duration of Internship:

(i) The duration of Intemship shall be of atleast 40 days (g weekq X 5 days) and not
exceeding two months.

(iD Interns not completing the requisite period of Internship shall not be issued any
certificate-

(i)

(ii)

(iiD
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8. Submission of Report:

(D The Interns shall be required to complete all the requirements ofthe Intemship program

including submission of a Project Report to the Mentor/Supervisor at least 5 days

before the end of the Internship. If required, at the end of the Internship, the Intems

shall make a presentation on the Report to the concerned Mentor/Supervisor or the

Head ofthe organisation allotted to them.

(ii) The acknowledgement sheet in the Project Report should mention the name of the

Supervisor/Mentor who has guided the Intern at the Department/allotted organisation.

(iii) The Report submitted by the Intem shall be reviewed and approved by the concerned

Supervisor/Mentor and counter approved by the Head ofthe organisation allotted.

9. Certificate of Internship:

The Department shall issue Certificates to the Intems on the completion of Internship and

submission ofReport duly countersigned and approved.

10. Peer learning and experience sharing program:

(i) The Department may organise a l-day peer learning and experience sharing programme

for all the Interns in Bhubaneswar immediately after the completion of Intemship.

(ii) The cost of travel and accommodation shall be borne by the Intem.

lI. Stipend:

(i) The Undergraduate/graduate and post graduate Interns shall be paid a consolidated

stipend ol Rs.l0000l and Rs. 15000/- respectively for the entire duration of the

Internship.

(ii) The stipend shall be payable by the allotted organisation after the completion of
Internship, subject to satisfactory performance, duly certified by the Supervisor/Mentor.

(iii) The expenditure on payment of stipend and other expenses relating to Intemship shall

be met from the,,capacity Development" budget available in the Department as well as

in the allotted organisations.

12. Logistics support:

(i) Tl.re Intems shall be provided with working space, internet facility and other necessities,

as deemed fit by the Department and the concerned organisations. The Intems shall be

required to have their own laptops'

(ii) The Intems shall make their own accommodation arrangement during the Intemship.
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13. Leave:

The Intems shall be allowed a maximum leave of 2 days during the Internship period.

14. Code of conduct:

The Interns appointed by the Department shall observe the following code of conduct, which
shall include but not be limited to, the following:

(D The Intems are required to be present at the allotted organisation's premises during
official hours unless otherwise permitted by the Supervisor/Mentor in writing.

(ii) The Interns shall adhere to the work plans and schedules assigned by the Mentor/
Supervisor; and shall participate in all structured activities designed by the mentor/
supervisor for the intemship and meet regularly with the Mentor/Supervisor to discuss
the progress and ask appropriate questions regarding the assignment.

(iii) The Intem shall follow the rules and regulations, which are in general applicable to
employees ofthe Department and the allotted organisations.

(iv) The Intern shall follow the confidentiality protocol of the Department and the allotted
organisation and shall not reveal to any person or organization confidential information
relating to the Department, its work and policies.

(v) The Intern shall not claim any intellectual prope(y right, of work done at the
Department and the allotted organisation and has to strictly maintain the confidentiality
of Department's intellectual property. Any violation/infringement shall be viewecl
adversely against the Intern as well as the institution to which heishe belongs and may
invite appropriate action.

(vi) The Intern and the Institution concerned shall have no claim whatsoever on the results
of the project work. The Department retains all intellectual property rights in patents,
designs, software copyright (source code) and publications, if any, that may be
generated during the course ofproject work.

(vii) Interns may, with the prior permission of the Department, present their work to
academic bodies and at seminars/conferences. However, even for this purpose
information that is confidential to the Department and allotted organisation cannot be
revealed under any circumstances.

(viii) Any papers and documents written and/or published by the Intern should carry the
caveat that the views are the personal views ofthe Intern and do not represent or reflect
the views ofthe Department and the allotted organisation.

(ix) Interns shalt fo ow the advice given to them by the Department and allotted
organisation regarding representations to third parties.
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(x) In general, an Intern may not interact with or represent the Department and the allotted

organisation vis- d-vis third parties. However, some Intems may specifically be

authorized to interact with third parties on behalf of the Department and the allotted

organisation depending on the nature oftheir roles and responsibilities.

(xi) No Intern shall interact with or represent the Department or the allotted organisation to

the media (print and electronic).

(xii) Interns shall conduct themselves professionally in their relationship with the

Depaftment and the allotted organisation and the public in general.

(xiii) Interns are required to make prompt and full disclosures related to any conflict of
interest that arises in due course of the internship.

(xiv) Interns shall not accept or provide any gift, benefit, or favour in exchange for special

consideration or influence, where it may be perceived to be in exchange for any special

treatment.

(xv) Interns shall provide mandatory feedback on the mentor and the internship programme

whenever required by the Department and allotted organisation.

15. Rolcs and Responsibilities of Mentor/ Supervisor

(i) N'lentors/Supervisors shall cornmunicate program objectives, work plan, milestones and

professional expectations to the Intern and ensure that all professional expectations are

communicated and understood by the Intern.

(iD Mentors/Supervisors shall assign meaningful work to the Intems as per the defined

work plan.

(iii) Mentorsi Supervisors shall meet regularly with the Intem to review and discuss the

progress of the program and identify areas where the Intem needs support and guidance

in learning, and provide necessary support.

(iv) Mentorsi Supervisors shall provide constructive, balanced, and respectful feedback to

the Interns.

16, Grievanceredressal:

lncaseofanygrievance,thelnterncansubmithisgrievancetotheHeadoftheorganisation
allottedtohim'Incase,thelnternisnotsatisfiedwiththeactiontaken,hemaysubmithis
grievance to the Competent Authority in the Department'

17. Termination:

(i) The Department may disengage from the lntern if the Department is of the view that the

services of the lntern are no more required'



(ii) The Department may terminate the services of the Intern at any time without assigning

any reasons and with immediate effect.

(iii) If the Intern decides to disengage from the Department, he should provide 10 days'
prior notice.

(iv) Upon termination, the Intern must hand over to the Department, any papers, equipments

or other assets which might have been given to the Intern by the Department or the

allotted organisation in course of his project work with the Department. This shall

include any badges or ID Cards which may have been issued to the Intern.

(v) If it comes to the notice of the Department that the person whose services have been

terminated by the Department continues to act in a manner which gives an impression

that he is still working for the Department, the Department shall be free to take

appropriate legal action against such person.

(vi) The Competent Authority may initiate appropriate action against erring Intern and

decision of the Competent Authority would be final and binding on the lntern.

18. Database oflnterns:

The Department shall maintain a database of Interns and their project details. The attendance

record and details of work supervision of the Interns shall be maintained by the concerned
Mentor/Supervisor of the allotted organisation.

19. Power to remove difficulties:

The Competent Authority shall have the power to remove any difficulty which may come in the

way of the implementation of these guidelines.

20. Scheme Review:

The scheme in its present form is proposed for three years. A review of the scheme rnay be
undertaken after one year and necessary changes may be made by the Competent Authority.

By order of Governor

a- \??.rt,r r,u
(G. Mathi Vatfrlnan) '

Commissioncr-cum SccretHry to Government
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Merno No \ bs> Date 2) ."r.lU

Merno No \**,s Date Z\ - >- .l*
Copy forwarded to P.S. to Hon'ble Chief Minister of Odisha/ P.S.

Housing &. Urban Development, Odisha for kind information.

Copy forwarded to P.S. to His Excellency, the Governor of Odisha for kind information.

WK*
Under Secrefaiy' to'Government

to Hon'ble Minister,

ffi*
Under Secretary to Government

Memo No \ss7 Date 2-\ . Z. lA

Copy forwarded to Additional Secretary & Mission Director (AMRUT),
Urban Development, Government of India, Room No. 138-C, Nirman Bhawan,
I l00l 1 for kind information.

Ministry of
New Delhi-

t-.a-\ ,\b

Under Secretary to Government,

Odisha/P.S to DC-cum-Addl. Chief

MemoNo \B7O Date 2q.z-, lL

Copy forwarded to the OSD to Chief Secretary,

Secretary, Odisha for kind information.

Memo No v\ 8 7 >-
Copy forwarded to all

information.

Date '>\-Z'lb
Departments of Government/All

Wx*"

for6f**
Under Secretary to Government

Memo No vs7t Date Zy . >.1.u

Copy forwarded to the Director of Municipal Administration, H & UD Department for

information and necessary action.

Heads of DePartments for

Under SecretarY to Govdrnment

Under SecretarY to Government
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_ Copy lorwarded ro all^e6llgc.161 & Disrrict MapistrD-evelopment Authoriries/ all specral planning e u,norit]".1uji./ 
all. Urban Local Bodies/ allcngrneer-in_Chief, public Heal

,Tr+sy::iltj,:l,ffi t*+lr,,",*-l**l;[ih{*:*,trl;?}i*#

Memo No \4 973

Memo No \s?Y
Copy forwarded to all

necessary action.

Memo No

2\ >.)L

Under Secretary to Government
Date 2\ .>.1.L

empaneled Institutions (as at Annexure-r) for information and

l' .>,ffi'"tv
Under Secretary to Go\ ernment

\*qf Date z\.>.lb
,"".rr*ffi,fJlarded to all officers/all sections of H & UD Deparrment ror informarion and

D(2
S@*1'.

Undcr Sccrcl.ury [o CoverlrnentMemoNo L( t 19 Date Z\ - > .t,
^ Copy along with sofi con, ^.,"- _^.,- .. -C^rr.tte.C"ll. a;;"r;;;; ;,;.o0, 

of the notificario" ,o.l::9"1 to the officer_in-Charge ol.
lction. He.is .d;;ffii;Jffi:,f:[ i::ilL:i:;,,?.#:ffl, ro, inro,.uiio,',,i-,ll*,,.,
uazefte and supplv 300 copies to trr" n a uo ri"jr;,;;i #ti;"#nary 

publication or ooirl,u

u,'l L
Under Secretaryto Government
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A. Covering Letter

<<<< Letter Head of the Institute>>
To,

The Under Secretary (Reforms),
Ilousing & Urban Development Department,
r,overnment of Odisha.

Date:

Sub: Nomination ofstudents for Internship program_2016

Dear Sir,

With reference to your lett
students ror r,,"-'l;' p.;:Jl;r;,,* r"*, ;di.ir., ", rIJ,.",rH; "*fi Xff :Govemment of Odisha, we are pleased ,o norinur" ,frJ illowing students:
l)
2)
3)

The above students meet the eligibility criteria set out in provision 4 0f the InternshipGuidelines' 2016 of Housing. & urban D"u.lop;;;;;epanment, Go!r. of odisha. Thefol lowing documents are attached herewith ;,; d;;;;kind consideration: rrv,\,wrLu rnls lener tor each of the above students for your
l) Application Form 2) Institute Identity Card

Date:

Place:

Name:
Designation:

Signature & Seal of principal/Au thorised oflieial of the Institute

1,1,



Government of Odisha

Housing & Urban Development D.epartment

1" Floor, State Secretariat, Annex - B' Bhubuneswar - 751001

contact No. 0674-2iiog0t iorfi ce),2524 (EpABx), 0674-2394984 (Fax)'

Email ID : hudsec'or@nic'in

Website: www.urbanodisha'sov'in

Internship Application Form - 2016

1. Personal Information

Recent Color

Passport Size

PhotograPh

l) Name of the APPlicant

[Email ID/Contact

3) Date of Birth

4) Gender (M/F)

5) NationalitY

FerrnaGnt Address:
Add;t, f"t CrresPondence:

Z) AOat.tt Details

Education Details

Subjects/ DisciPlinc/
SPecializationBoard/UniversitY

B. InternshiP APPlication Form



PosrGraduationDetai 
I s

Publicationffi

3) List otOn

1) Preferred period of Internship

To (Date)

2) Field of interest during internship



(xiii)

D DePartment? Please mention in

not more than 100 words.

I cerlify that the above information furnished by me is true to the best of my knowledge and

belief. Once select.a, f *iiijoin the internship ptogtu* for the whole duration'

Place:

Date:
Signature of the APPlicant

Name:
Designation:
Mob/Tel No.
Email ID

L4
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I Housing-ind-TJr*Eii*
Development
Deparrment (H&UDD)
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o Atal Mission ru

Transformation (AMRUT)
. 

!_ru.t City Mission (SCM)
o National Urban Livelihooi Mission

G\TULM)
. Swachh Bharat Mission (SBM)
o Prime Ministers, Awas Volana lnVaV;. AWAAS Mission
. AAHAAR Initiarive

2. D"Lli o OUIDFr uvrlv rlcal[n
Engineering
Organization (pHEO)

05

r)J:^L_ vur,rd yvarer Uorporation (WATCO). Service Level Benchmarklrg fSfgi"f
Y#":::l'f?rv:"'r1:

3. n;

Ln,

urrsurul'aLe oI I own
l!!!ire (Drp) 05

_ vru ucrrtru lvlasler plan l)evelopment
o Automated Rrrildi^- Dr^'^ 

^
lq. | 

^vurDrr.r 
yyatef >Upply &

sewerage Board
(owssB)

H

05

I ^ ;l'*:,,,, 
.,rrdrar lvlrsston (SBM) _ Urban

I . )ervrce Level Benchmarking (SLB) ofSewerage Service
o Service Level Benchmarking

;*ls. urr uLr<urss\ /ar ivtuntcipal
Corporarion (BMC) &
Cuttack Municioal
Corporation fCifACl

l0

lhubaniswar-
)welopment Authority
IDA)
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. ^rsr ryrrrrrun ror KeJuvenation & UrbanTransformation (AMRUT) 
* vru(r

o Smart City Mission (SCM)
. Swachh Bharat Mission (SBM) _ Urbano Municipal Financial Munug.m.nr"' 

"*'
o Budgeting and Accounting
. Implementation of E-govelrnance modulesr AAHAAR Initiative
I BPTSI,6.

t
0

o Smart r-;r., n,rvrrJ lyrrDston (}UM)
o Preparation of Town planning 

Schemeso GIS based Master ptan Oevet-o;;;;;''
o B usiness process Re_enginee;;;;'""'
o Affordable Housing projects a

o Automated Buildins plen a h^_^,.^,
a AWAAS 
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