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INTRODUCTION 

1.1 Introduction to Study 

                                     An organization is a social arrangement which pursue 

collective goals, which controls its own performance, and which has a boundary 

separating it from its environment. Organization is the association formed by a group 

of people who worked individually or in groups to achieve common set of goals. The 

Internship attempts to understand them and also it is an essential to MBA program as 

it helps them to connect theory with practice. 

As a part of the MBA program an Internship was conducted at HOMCO, to 

know about the environment of an entire organization. It was conducted for a period 

of one month. The aim of the internship is to acquire practical knowledge of the 

application of management theories in the functioning of the organization and also it 

help’s in understanding the organization structure and functions of various 

departments in the organization. 

The Internship focuses on the functioning of the organization, its structure, 

vision & mission, communication pattern etc. In the modern world of tough 

competition and rivalry among the companies it has become necessary that one should 

be able to understand each and every aspect of the functioning of the organization. 

Apart from the above, the Internship intended to have a detailed understanding and 

analysis of the industry as a whole, the position of the company, customers and their 

interest towards the product, etc.  

OBJECTIVES OF THE INTERNSHIP 

 The main objective of the Internship is to acquire knowledge about the 

organization structure. 

 To have a practical knowledge of the application of the management theories. 

 To know the role played by the company in the industry. 

 To know the profile of the company. 

 To study the different departments in the organization. 



HOMCO LTD 

 

SNIT-Adoor Page 2 
 

1.2 Background of Internship 

Internship is an essential and mandatory part for degree program in the 

discipline of Master of business administration (MBA). MBA is a two year program 

of management that is aimed at producing a capable middle level manager, who is self 

–motivated and capable to deliver his/her knowledge at the workplace. The Internship 

in the (2nd) semester of the program gives the way to practice what we have learnt. It 

enables students to apply their conceptual knowledge in the practical situation and to 

learn the art of conducting Internship and presenting its findings in a scientifically and 

systematic manner. 

The report has been prepared in partial fulfillment of the requirement for the 

degree of Master of Business Administration (MBA) at SNIT, Adoor, one of the 

leading institutions of Kerala University. The present report has been prepared on the 

basis of experience obtained throughout the internship period. Primary source of this 

report preparation is the observation and personal experience in course of the 

involvement in the activities in the Homco ltd, as an intern. 

The Internship aims to get a general awareness about the management and 

administration style of the Homeopathic co-operative pharmacy Limited (HOMCO). 

This may help the management to identify the strengths, weaknesses, opportunity and 

threats of the organization and helps to find out the areas where the organization 

should improve.  

An Internship of this type will be helpful for academics and economists for 

updating their knowledge and managers and policy makers for framing future 

proceedings. Homeopathy was recognized as the acceptable system of treatment by 

the Maharaja of Travancore by 1928 itself. There are several Homeopathic medicine 

manufacturing units in India in private sector. But HOMCO is the only institution in 

the field of Homeopathic Medicine Manufactory in public sector. 

The aim of the Internship is to work in real life situation and to apply 

management skills. This report is based on the Internship carried on the fulfillment of 

the degree requirement of Master of Business Administration (MBA) at Sree 

Narayana Institute Of Technology, Adoor. 
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1.3 BODY OF THE REPORT 

CHAPTER 1: Introduction 

 Introduction to Internship: The internship program conducted in Homco ltd is a 

field experience to explore the links between academic preparation and their field 

work. 

 Background: The background Internship is a compilation of sufficient 

information based on the analysis and implementation of feasible solutions 

and the results achieved.  

 Body of the report: The body of your report is a detailed discussion of work 

for those who want to know in some depth and completeness what was done. 

CHAPTER 2: Industry overview 

 Industry profile: Industry profiles are in-depth documents that give insight 

into an industry, where it came from, and where it appears to be going.  

 Competition: Industry rivalry—or rivalry among existing firms. Other factors 

in this competitive analysis are: Barriers to entry. Bargaining power of buyers 

 Environment of the industry: The overall economic, regulatory, social and 

political conditions.  

CHAPTER 3: Company overview 

 About the company: company history and its present status  

 Customer profile : its pictures the companies relations with the customers’  

 Common terminologies: Terms or words used in the company’s environment 

for communication. 

CHAPTER 4: Internship details 

 Outline of department: The dept in which the internship undertaken 

 My tasks and duties: The task/work assigned by the company to the intern 

 Targets and Achievements: Knowledge gained through the internship 

 Learning Summarization: The internship summary 

 SWOT analysis: shows the strength, weakness, opportunities, threat faced by 

the company. 
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INDUSTRY OVERVIEW 

2.1 Industry Profile 

                        The pharmaceutical industry develops, produces, and markets drugs 

licensed for use as medications. Pharmaceutical companies can deal in generic and or 

brand .The Indian Pharmaceutical Industry today is in the front rank of India’s 

science-based industries with wide ranging capabilities in the complex field of drug 

manufacture and technology. It ranks very high in the third world, in terms of 

technology, quality and range of medicines manufacture 

“Homoeopathy is the safest and most scientific system of treatment, discovered 

by a German Doctor-Dr. Christian Friedrich Samuel Hahnemann (1755-1843) in 

1790. He was a doctor of the Orthodox system of Medicines and was practicing the 

same with success. He was very enthusiastic and had a critical and analytical mind, he 

studied each and every patient in detail and the results of his treatment were also 

analyzed. After 2 years of practice and inference, he found that the patients once 

treated for a particular disease returns after a period with a new disease. He also 

understood that the new diseases caused were mostly due to the adverse 

reactions of the drugs taken by them for their previous illness. Thus he came to the 

conclusion that the treatment given to a patient for curing a disease is causing much 

damage to the health of the individual rather than cure”. 

The products of Homco are included within the broad category of               

FMCG – “fast moving consumer goods". The key suppliers in Homoeo are Dealers 

in Kerala Agent and stockiest which together have about 85% of India's domestic 

market.  Exports of Homoeo medicines have reached a value of million dollars a year. 

About sum of this is finished product shipped abroad for direct sales to consumers, 

and foreign countries. 

HOMCO (“Leadership through quality” ) 

   

Fig 2.11 

http://en.wikipedia.org/wiki/Drug
http://en.wikipedia.org/wiki/License
http://en.wikipedia.org/wiki/Generic_drug
http://en.wikipedia.org/wiki/Brand
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COMPETITION 

2.2 COMPETETORS OF HOMCO 

The main competitors are: 

 SBL (Delhi): SBL is the leading homoeopathic medicines manufacturing 

company in India offering a wide range of world-class homoeopathic remedies 

including generics, single remedies, bio-chemic/combinations, as well as 

specialties. 

 Similia (Aluva): Similia Homoeo started its operation in 1984 and grew to 

become one of the leading manufacturers of homoeopathic medicines in the 

country. Thus Similia have a long tradition of 24 years, homoeopaths in India 

have used and continue to use Similia medicines and have acknowledged their 

trust in Similia’s quality. India. Similia is also among the few to maintain 

global standards of manufacturing in the industry.  

The other private companies fix price according to the price listed by HOMCO. The 

company plays a key role in maintaining the pricing mechanism under control.   

VISION, MISSION 

 VISION 

“Leader of Homoeopathic medicine manufacturing industry through total 

quality management.” 

 

 MISSION 

“To be the preferred supplier of Homoeopathic medicine for government as 

well as for private practitioners in terms of cost and quality.” 

 

 VALUES 

 Benchmark of quality and price for Homoeopathic medicine in India. 

 Stands for classical Homoeopathy by observing the principles of 

Homoeopathy. 

 Respect for the individual and maintenance of cordial industrial relations 

 –A MODEL INSTITUTION. 
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2.3 Environment of the industry 

Industry Environment Analysis is an Internship or exercise done to assess the 

current industry environment. This helps to understand the various aspects and predict 

trends of the industry better, and helps in many other ways. Generally, industry 

analysis is done by external research agencies, consulting firms or businesses 

themselves.  

The definition of business environment means “all of the internal and 

external factors that affect how the company functions including employees, 

customers, and management, supply and demand and business regulations”. An 

example of a part of a business environment is how well customers' expectations are 

met. 

The industry environment is composed of the following stakeholders, around 

which analysis is done. Namely: Competitors, Suppliers and Buyers. There are also 

other major considerations like the political, legal, technological aspects which are a 

part of the environment analysis. To analyze these aspects of the industry, models 

such as PEST and PORTER’s 5 forces have been developed. 

Supplier power, Buyer power, Competitive rivalry, Threat of substitution, Threat of 

new entry. 

The environment is a term refers to factors and forces that affect a firm’s 

ability to build and maintain successful relationships with customers.  

Three levels of the environment are:  

 Micro (internal) environment - small forces within the company that affect 

its ability to serve its customers.  

 Meso environment – the industry in which a company operates and the 

industry’s market(s).  

 Macro (national) environment - larger societal forces that affect the 

microenvironment. 

  



HOMCO LTD 

 

SNIT-Adoor Page 7 
 

COMPANY OVERVIEW 

3.1 About the Company 

HOMCO (Sponsored by Govt. of Kerala & Aided by Govt.of India) 

The Kerala State Homoeopathic Co Operative Pharmacy (HOMCO) functions 

under the administrative control of Ministry of Health and Family Welfare-Govt.of 

Kerala. It is registered under co operative societies Act1 1969. The major shareholder 

of the pharmacy is Govt.of Kerala and other shareholders are Eminent Homoeopaths 

of Kerala. Our objective is to manufacture and sale quality Homoeopathic medicines 

and there by contribute to the growth of Homoeopathy. 

LOCATION  

         The Pharmacy is situated at Pathirappally by the side of NH 47, 5 Kms. from 

Alappuzha bus station and 6 Kms from Alappuzha Railway Station towards north and 

90 Kms towards South of Cochin International Airport (Nedumbassery) and 50 Kms. 

from Cochin Port. 

PLANS AND IMPORTANT EVENTS (HOMCO) 

 1974  Society registered at Trivandrum as Kerala State Homoeopathic 

Co-operative Pharmacy. 

 1975  Society came in to functioning 

 1977  First factory building foundation laid down at alappuzha 

 1978  Factory building commissioned 

 1989  HOMCO products are marketed to open market 
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 2001  separate quality control and R&D division started 

 2003 New unit of globules and external preparations started  

 2007 Medicinal plant farm started 

 2006 Drug dynamization block commissioned 

 2008 HOMCO’s second expansion programme commenced Medicine 

Export started 

 2009 ISO 9001-2000 Certification 

 

HOMOEOPATHY: THE SCIENCE OF LIFE. 

 

"Homoeopathy is a therapeutic method which assumes that a deviation from 

the fundamental means within reversible limits can be restored to normal by means 

of stimuli, usually applied in the form of drugs, only sub- physiological doses of 

which are necessary because of hypersensitivity in disease and whose action is 

always directed towards normal by virtue of altered receptivity of tissue to stimuli in 

disease." 

HOMEOPATHY WORLD SCENARIO 

Worldwide, over 200 million people use homeopathy on a 

regular basis. Homeopathy is included in the national health systems of a number of 

countries e.g. Brazil, Chile, India, Mexico, Pakistan, Switzerland, United Kingdom. 

According to the W.H.O. report homeopathy is practiced legally in the following 

countries. Today India is a hub of homeopathy and India has the largest number of 

homeopathic practitioners in the world and has the largest number of colleges in 

homeopathic education.  
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FEATURES OF HOMCO  

 A well maintained reference Library having Analytical, Pharmaceutical, 

Clinical, Botanical and other Books. 

 Specimen samples and Herbarium for reference. 

 A mini botanical garden having rare species of Homoeopathic Herbs 

 A Medicinal Farm at Mundakayam, Kottayam dt. For the cultivation of quality 

genuine herbs. 

 Customer satisfaction is the primary objective of quality control 

 Best service and timely supply of best goods at reasonable cost is our quality 

policy. 

PRODUCT’s PROFILE 

HOMCO pharmaceuticals produce around varieties of medicines. Modern 

dosage like Ointment, tablets, globules, Hair-Oil and syrup are introduced. 

Sl.No PRODUCTS 

1 MOTHER TINCTURE 

2 DILUTIONS ( ENA –Extra Neutral Alcohol ) 

3 TRITURATIONS 

4 BIOCHEMCIS 

5 BIO-COMBINATIONS ( 28 combinations ) 

6 EXTERNAL OILS 

7 EXTERNAL OINTMENTS 

8 SUNDRIES (Blank Tablets) 

9 50Millesimal Potencies 

Fig 3.12 

 

http://www.homcokerala.com/products1_MOTHERTINCTURE.html
http://www.homcokerala.com/products1_dilution.html
http://www.homcokerala.com/products1_HP_triturations.html
http://www.homcokerala.com/products1_BM_TABPOW.html
http://www.homcokerala.com/products1_BC_TAB.html
http://www.homcokerala.com/products1_EXT_oils.html
http://www.homcokerala.com/products1_EXT_oinments.html
http://www.homcokerala.com/products1_Sundries.html


HOMCO LTD 

 

SNIT-Adoor Page 10 
 

ORGANIZATION STRUCTURE 

The Internship in HOMCO includes the detailed study of all departments. The 

main objective of the Internship is to gain knowledge regarding the functional as well 

as managerial aspects of HOMCO’s various departments.  

Organization structure is the established pattern of relationship among various 

parts of the enterprise. HOMCO has “functional organization structure”. This 

structure is a means of putting the specialists into various positions throughout the 

organization and subdividing the tasks and grouping of the responsibilities and duties. 

At the higher levels, the structure is by grouping all the work into major 

functional departments. All related and similar works are done in the department 

under one executive. 

HOMCO which mainly consist of 6 departments such as Finance 

department, Production department, HR department, Quality department,  Marketing 

department,&  Quality control department. All these departments are administered by 

experienced and qualified personnel in their respective fields. 

HOMCO has given prior importance to finance department. So the 

company conducts internal audits and prepares quarterly financial reports etc, the 

production department of HOMCO produces quality products and this section is 

headed by eminent doctors. The quality control department undertakes both Govt, and 

open market operations. HOMCO supplies products to more than 15 states in India. 

HR department helps to manage the employee in an efficient manner in selection, 

training, placement and compensation management. All these departments help for 

the smooth running of the company. The main departments of the company are as 

follows: 

1. FINANCE DEPARTMENT 

2. MARKETING DEPARTMENT 

3. HUMAN RESOURCE 

4. PRODUCTION DEPARTMENT 

5. STORES DEPARTMENT 

6. QULAITY CONTROL DEPARTMENT 
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ORGANIZATIONAL STRUCTURE 

ADMINISTARTIVE COUNCIL 

CHAIR PERSON 

MANAGING DIRECTOR 

PRODUCTION 

DEPARTMENT 

QUALITY 

CONTROL 

DEPARTMENT 

ADMINISTARTION 

DEPARTMENT 

MARKETING 

DEPARTMENT 

CHIEF 

PHARMACY 

OFFICIER 

ANALYTICAL 

CHEMISIT 

ADMINISTATIIVE 

ASSISTANT 

HEAD CLERK 

HR IN CHARGE 

CAHSHIER (IN 

CHARGE OF 

FINANCE) 

MARKETING 

EXCECUTIVES 

PRODUCTION 

SUPERVISER 

STORE 

SUPERINTENDENT 
HEAD CLERKS 

SALES 

REPRESENTATIVE

S 

CLERKS 

PEON 

FOREMAN 

WORKERS 

Fig: 3.13 
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BRIEF DESCRIPTION OF EACH DEPARTMENT 

1. FINANCE DEPARTMENT  

Finance is the lifeblood of every business. The ambitious plan of a business 

man would remain mere dreams unless adequate money is available to convert them 

into reality. Financial function calls for skillful planning and control of various 

financial activities. Finance department play a vital role for the smooth functioning of 

the organization.  

To carry on the business operations and to achieve its targets the finance 

department is very important to interact with other departments. Kerala state 

Homeopathic co-operative pharmacy ltd has given importance to the finance and 

accounts departments.  

Net turnover of HOMCO for the period from 2012-14 to 2014-16 

YEAR TURNOVER 

2012-13 13.26cr 

2013-14 17.4cr 

2014-15 19cr 

2015-16 20cr 

Fig: 3.14 

2. MARKETING DEPARTMENT. 

The Marketing Department of HOMCO is functioning under dynamic and 

professional leadership. The Department undertakes Government and open market 

operations effectively. Quality of products and quick servicing attracts wide range of 

customers from within nation and abroad. The state of the art manufacturing system 

ensures superior products with no compromise on quality.  

The marketing activity of the company is divided in to two: 

1. Govt.market 

2. Open market 
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PRICING 

The company follows Duel-pricing strategy that is the company fix low price 

in Govt.market and fix higher price compared to Govt.market in the open market. 

While pricing of medicines in the open market the company considers all the 

expenses during the production and marketing process. 

3. HUMAN RESOURCE DEPARTMENT. 

A human resources department is a critical component of employee well-

being in any business, no matter how small. HR responsibilities include payroll, 

benefits, hiring, firing, and keeping up to date with state and federal tax laws.  

The total human resource of the company: 

Category Permanent Total 

Executives 4 4 

Doctors 6 6 

Middle level executives 6 6 

Clerks & Other office staff 6 6 

Drivers 1 1 

Production supervisors 4 4 

Security 3 3 

Field Marketing Officer 1 1 

Workers 15 15 

Working Labors 200 200 

Total 246 246 

Fig: 3.15 

RECRUITMENT & SELECTION. 

Employees in the organization are recruited through employment exchange. 

Candidates who are eligible in the criterion are called for interview and based on their 

performance they are selected. Sometimes vacancies may arise in the organization and 

may need immediate placement, in such situation employees are selected on 
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temporary basics. Such employee’s recruitment is done through advertising the 

vacancy. Then these applicants are interviewed by the panel members. After the 

completion of the interview the candidates are evaluated. Based on their performance 

they are selected. 

Org structure of Recruitment & selection: 

 

                                          

 

 

                                 

  

Fig: 3.16 

WELFARE FACILITIES. 

Welfare facilities are provided for better standard of living of the employees.  

The intramural facilities include The extramural facilities include: 

 Rest rooms   Maternity benefits 

 Uniform and protective clothing   Social insurance etc.  

 Medical reimbursement,  Family tour 

 

4. PRODUCTION DEPARTMENT. 

Production department concerns itself the conversion of input into output 

using physical resources. Homoeopathy is a fast branch just like Allopathy and 

Ayurveda.The total quantity to be manufactured and the denomination of packing are 

obtained by the production control dept and are fed to the manufacturing wing. 

Phase I 

Phase II 

Vacancy 

Review 

Short listing 

Applicant 

Formulation of 

selection criteria 

Interview 

Advertising vacancy 

Evaluation 

Selecting panel members 

Selection decision 

 

Recruitment & 

selection 

Fig; 3.17 
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MATERIAL REQUIREMENT PLANNING 

Purchase department is responsible for bargaining, procuring, managing and 

storing the raw material needed for the production. This department plays a vital role 

in carrying out the process very smoothly. This department includes two sections. One 

is purchase and the other is store.  

Steps in purchase of raw materials:  

                                            

 

 

 

 

 

 

Fig: 3.18 

 

5. STORES DEPARTMENT 

Store section is also comes under the purchase department. The major function 

of this department is to store both raw material and finished products. Also it will 

issue the raw materials to the production department. 

 

6. QUALITY CONTROL DEPARTMENT 

Quality assurance starts from the purchase of best quality raw materials passed 

through raw materials standardization. Every raw materials and crude drug are subject 

to the lab analysis before being checked and passed by the pharmacy using Extra 

Neutral Alcohol (ENA) which is tested and passed by Govt. Chemical Examiner as 

well as Laboratory of the pharmacy. 

 

 

Inviting tenders. 
Determination of 

price 

Making Payment 
Acceptance of purchase 

order 

Preparation of 

purchase order 

         Follow-up 

Need recognition. 
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RAWMATERIALS & HOMCO LAB 

The following are the Sections that allocate the source of raw-materials, lab 

and drugs in Homco. All these sections play a very important role in maintaining the 

goodwill among the modern world and also their quality. 

 

Sl.No RAW 

MATERIALS 

LAB –HOMCO 

 

SOURCES OF DRUGS  

1. ALCOHOL PHARMACOGNOSY 

LAB  

MEDICINAL PLANTS  

2. LACTOSE CHEMICAL 

ANALYSIS LAB 

CHEMICALS 

3. SUGAR INSTRUMENTAL 

LAB  

HELAHY ANIMAL 

PRODUCTS AND 

SECRETIONS  

4. WHITE 

PETROLEUM 

RAWMATERIAL 

STANDARDIZATION  

DISEASED TISSUES  

5. HERBS AND 

MINERALS 

IN-PROCESS 

ANALYSIS  

ENERGY SOURSCES LIKE 

MOONLIGHT,SUNLIGHT 

(IMPONDERABILIA) 

6. MINERALS PHARMACOGNOSY 

LAB  

MEDICIANAL PLANTS  

 

Fig: 3.1.19 
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HOMCO’S CUSTOMERS 

3.2 CUSTOMER PROFILE 

 

 DOMESTIC: Department of Homoeopathy-Govt. of Kerala, Department 

of AYUSH-Govt. of India, CCRH- Govt. of India,NRHM,ESI  Corporation 

,ISM & H Departments of Tamil 

nadu,MadhyaPradesh,Chattishgarh,Rajasthan,Gujarath,Pondicherry,Orissa,

Manipur,Tripura,Punjab etc.Major hospitals and dispensaries from 

different part of India. 

 INTERNATIONAL: Sultanate of Oman, Sri Lanka etc. 

 

3.4 COMMON TERMINOLOGIES 

 
Homco is a public sector homeopathic company and this makes the 

company unique from others. There are certain terminologies used in the company 

that are very different and many of them are the terminology that is based on 

manufacturing and others are the biological names of the herbs and raw materials 

like lactose, sugar, white petroleum jelly, coconut oil, magnesium strata, starch 

and main raw materials like alcohol and water used in the manufacturing of the 

medicines. 

 

The terminologies are as follows: 

 Masculation  Perculation 

 Justicia   Syzygium 

 Alluminsat  Cephilanda 

 Grindelia  

 Passiflora  

Fig: 3.21 
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INTERNSHIP DETAILS 

 

4.1 OUTLINE OF THE DEPARTMENT 

 FINANCE DEPARTMENT 

Finance is the lifeblood of every business. The ambitious plan of a business 

man would remain mere dreams unless adequate money is available to convert them 

into reality. Financial function calls for skillful planning and control of various 

financial activities. Finance department play a vital role for the smooth functioning of 

the organization. This department is involved in all the activities that take place in the 

organization. Marketing department and production department have to greatly 

depend on finance department for the availability of the fund. Financial controller is 

the head of the department. 

ROLE OF FINANCE MANAGER  

 Allocating the fund provided by the Government to various departments. 

 Keeper of books of accounts. 

 Evaluate the effectiveness of financial decisions. 

 Advice Managing Director in all financial and Accounts matters. 

 Scrutinize and clear the financial proposals. 

 Ensure that the expenditures are having proper sanction and within the 

budgetary limit,  

 Responsible for up to date maintenance of all records, returns and accounts.  

 Preparation of Annual Budgets.  

 Timely preparation of annual accounts  

 All other related works connected with Finance and Accounts 

 

PREPARATION OF FINANCIAL STATEMENT 

One of the important responsibilities of the department is the preparation of 

financial statement in a periodic basis and the interpretation of this statement. This is 

quite helpful for the management in ensuring proper control over the performance of 

the company and also to frame up appropriate policy frame works. The finance 

department prepares the following statements. 
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 Profit and Loss Account 

 Fund Flow Statement 

 Budget 

 

BOOKS OF ACCOUNTS MAINTAINED BY THE FIRM.  

 Cash book 

 Bank book 

 Purchases book 

 Sales book 

 Journals  

 General ledger 

 Fixed assets ledger etc 

CASH MANAGEMENT  

Cash is needed by the firm to meet its transactions precautionary and 

speculating requirements. The fund provided by the Government is managed 

efficiently by the firm. For this a budget is prepared for the proposed requirements of 

fund that will be needed by each department. The goals of the cash management are  

 To satisfy the day today business requirements  

 To provide for schedule major payments   

 To face unexpected cash drains.  

 To build  image of credit worthiness  

 To build the reservoir for net cash. 

ALLOCATION OF FUNDS TO VARIOUS DEPARTMENTS 

Finance functions deals with procurement of funds and effective utilization of 

the fund in the betterment of the business. Allocation of funds held in this mill as per 

requirements and availability. All the funds are allocated to various departments that 

is purchase department, store department, production department, maintenance 

department, marketing department, and administration department.  
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4.2 MY TASKS AND DUTIES 

The internship program was started on 1st June to 1st July 2016. Intern 

was placed in the finance department under the guidance of Mr.Jayarajan and 

Mr.Anu.C.Sekhar, as a part of internship the task given to the intern was follows: 

Fig: 4.21 

 Voucher 
A voucher is a source document containing the details of financial transaction of 

the company; it is used to record day to day transactions in manual accounting 

record transaction through journal entries. 

 

Voucher 

Name 

Used for Functio

n 

Key 

Contra 

voucher 

Transaction involves cash and bank/bank and bank F4 

Payment 

voucher 

Payment in the form of cash or cheques F5 

Receipt 

voucher 

Receipt in the form of cash or directly in the bank F6 

Journal 

vouchers 

Transactions does not involves 

cash,bank,purchase,purchase returns(adjusting 

entries involving two ledger account ) 

F7 

Sales 

voucher 

Sale of goods either cash or credit F8 

 Voucher entry  Journal entry 

 Preparation of C-form register  Preparation of DD register 

 Cashbook entry  Receipt writing 

 Preparation of cheque register  Address typing 

 Preparation of voucher forms  Preparation of ledger 
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Credit-note 

voucher 

Sales return/a credit is allowed to the customer. Ctrl+F8 

Purchase 

voucher 

Purchase of goods either cash or credit F9 

Debit-note 

voucher 

Purchase return Ctrl+F9 

Reversing 

journal 

Reverse an entry automatically F10 

Fig: 4.22 

 

 VOUCHER FORM 

 

Voucher is the most basic document for recording financial transactions 

 Name of the organization 

 Number of the voucher 

 Date of preparation 

 Signature of those who originated and authorized 

 Bill/cash memo 

 Department or project code 

 Amount in figures and words 

 A brief narration about the transaction 

 Recipients signature 

 

 C-FORM 
The rate on tax on interstate sales is governed by central sales tax act and if 

the sales is made on a registered dealer of the another state then the rate of tax is 

2%but the registered dealer (i.e.) the purchaser have to supply the c-form to the 

seller .The rate of tax without the c-form in case of interstate trade or commerce is 

equal to the rate of tax applicable in the state of the seller. 

 

 CHEQUE REGISTER  
 

The cheque management system is used to enter the name of the payee 

amount, cheque number and date of the cheque. The system prints cheques that are 

delivered to the parties. A cheque register is printed which includes all relevant 
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information’s of a cheque issued on a particular period. The register had column 

for recipients name and signature.   

 

 RECEIPT WRITING  
 

If the business accepts money in any form, it is good customer service to 

give a receipt to a customer who request one. Company will no get this request 

often for invoice products/services, because most customers pay invoice by 

cheque, credit card, or debit card. These payment methods all have built-in proof 

of payment through customer’s financial statements. 

 

A DAY IN THE COMPANY 

  My work is timed at the first shift. Workers have to report 10 minutes 

earlier than each shift and they have to collect the relevant information regarding 

previous shift’s status and other production details.  

WEEKLY SUMMERISATION OF DUTIES 

1st WEEK OF MY INTERNSHIP 

During the first week, the task for me was to know more about the company and their 

functioning. The Tasks are as follows:  

 Voucher entry 

 Preparation of C-form register 

 Cashbook entry 

 Preparation of cheque register 

 Preparation of voucher forms 

 

2nd WEEK  

The second week was dedicated for the detailed study of each process 

according to the Organization chart of concerned department. During the period I 

studied the characteristics and functioning of each typical methods used in the finance 

department. Some of the works assigned during the 2nd week are as follows 

 Journal entry 
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 Preparation of DD register 

 Receipt writing 

 Address typing 

3rd WEEK  

In third week my responsibility was to study about specifications about the 

department. Which are clearly defined in the chart above? There are various shortcuts 

used to enter every financial transaction and its details’. This determines the 

efficiency of the department.  

FINAL WEEK OF INTERNSHIP  

With the help of the staff members at Homco limited; by the end of third week 

I was able to know the department process in a wide sense. During the fourth week 

my responsibility is to frequently check files concerning the overall purchase and 

dispatch of the products.  

4.3 Targets and Achievements 

 
The target of an internship in accounting is to apply knowledge acquired in 

the classroom to real world situations as well as gain the skills and experience that 

is necessary for a successful career in accounting. 

 

ACHIVEMENT  

1. Studied day book entry 

2. Learned voucher entry 

3. Studied how to prepare financial reports of the company 

4. Studied how to maintain day-to-day financial transactions 

5. Got knowledge about tax payment 

6. Got knowledge about how to maintain cheque register DD register & local 

fund invoice register etc. 

7. I could know that how to prepare receipt and payment voucher by using 

tally software 

8. Studies how to maintain cash book 

9. Learned receipt entry work 

10. Get an idea about working capital management. 
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4.4 Learning Summarization 

MOTIVATION FOR DOING THE INTERNSHIP 

This Internship is taken up to fulfill the requirement of MBA Degree course of 

Kerala University. The main purpose of the Internship is to know the theoretical 

aspects in our course in the corporate environment and gain firsthand experience and 

expose ourselves to corporate policies, ethics, culture, practices, procedures, facts 

about the work culture and policies of the company. 

CRITICAL LEARNINGS OF THE INTERNSHIP 

 The Internship helped me to understand about the organization culture 

 It is the careful observation about how people interact in the organization. 

 An organization Internship implies that a comprehensive and systematic 

approach adopted to get familiar with organization structure, staffing process 

as a whole. 

 Sound knowledge about the growth, background and prospect of the company, 

Well established communication pattern 

 The internship has also helped me in making connections with various people 

who in the future may give a helping hand in my life. 

 The training has helped me in making friends with the other intern’s through 

interaction. 

APPLICATION OF UNDERSTANDING IN FUTURE 

 Live experience otherwise called as work experience and in this much 

of time of live experience, I have learned how to talk with people, how to 

approach people, how to learn from others, how to work in a team. The most 

important thing I have learned from the organization is how to be punctual and 

how to acquire knowledge.  
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4.5 SWOT Analysis of the Company 

 

SWOT ANALYSIS 

                                                       A SWOT analysis (alternatively SWOT matrix) is a 

structured planning method used to evaluate the strengths, weaknesses, opportunities 

and threats involved in a project or in a business venture. A SWOT analysis can be 

carried out for a product, place, industry or person. It involves specifying the 

objective of the business venture or project and identifying the internal and external 

factors that are favorable and unfavorable to achieve that objective. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fig: 4.51 

 

 

 Monopoly power in the market 

 Availability of R&D facility 

 Established brand image 

 Continuous government support 

 Huge market demand 

 Dedicated work force 

 Well equipped lab for ensuring quality 

STRENGTH 

OPPORTUNITIES  THREAT 

 Less number of permanent employees 

 The infrastructure of the company is 

obsolete compared to others. 

 No flexibility in the organization 

because HOMCO is a public sector 

undertaking run by Govt. 

 

 HOMCO gives the power to 

influence customers 

 Acquisition of good manufacturing 

practice certificate shall expand the 

horizons of the market for the 

company 

 Expanding its distribution areas 

throughout the country & abroad. 

  

 

 Tough competition 

 Product substitution. 

 Increasing no: of pvt companies in 

the field of homeopathy industry. 

 Scarcity of herbs, plants and animal 

products. 

 

WEAKNESS 

https://en.wikipedia.org/wiki/Plan
https://en.wikipedia.org/wiki/Project
https://en.wikipedia.org/wiki/Business
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	A human resources department is a critical component of employee well-being in any business, no matter how small. HR responsibilities include payroll, benefits, hiring, firing, and keeping up to date with state and federal tax laws.
	Fig: 3.21


