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Weekly Report 

Name of the Organisation: FORTIS ESCORTS HOSPITAL, JAIPUR 

Area/ Department/ Project of Summer Internship Program: Medical Admin Intern 

Name of the Student: Dr. Kratika Naruka 

Roll no: 1733                                                                    Stream: MBA HM28  

Week no: 1st                                                                      From: 1st may 2024 to 5th may 2024  

  

 

Activity Done: 

 

Submission of documents to the HR department. I got posted in the 

medical records department. The organization mentor gave a brief 

review of the working of the department.    

During medical records auditing, carefully examine patient records 

to ensure they are complete, accurate, and compliant with 

regulatory standards. 

 

Linking theory 

(Classroom learning) 

with practice at your 

organization 

 

We learned to apply auditing principles, understand medical 

terminology, and precisely collect the information of records to 

ensure accuracy and compliance in record-keeping. 

 

Gaps identified in the 

working area 

Incomplete or inconsistent record-keeping as all paperwork is 

there. 

 

Suggestions for 

improvement   

 

Revamp filing systems to make medical records easily accessible 

and organized, reducing the time required for retrieval and 

minimizing the risk. 

Plan for the next week  

 

I will Participate in training sessions focused on medical record-

keeping best practices, including documentation standards, and 

data entry protocols.  

I will learn more about working in the medical records department. 

 

 

Signature of the Student 

Approved by the IIHMR University’s Mentor 

 



Weekly Report 

Name of the Organisation: FORTIS ESCORTS HOSPITAL, JAIPUR 

Area/ Department/ Project of Summer Internship Program: Medical Admin Intern 

Name of the Student: Dr. Kratika Naruka 

Roll no: 1733                                                                    Stream: MBA HM28  

Week no: 2nd                                                                       From: 6th  may 2024 to 11th may 2024  

 

Activity Done: 
 

➢ I did a closed files audit checklist of around 120 files from 

different departments. 

➢ I checked around 35 files per day for compliance in the 

MRD department. 

➢ Also, discuss gaps found in the hospital's working for 

NABH inspection during the meeting in the board room 

with the managerial heads of the hospital. 

Linking theory 

(Classroom 

learning) with 

practice at your 

organization 
 

➢ Essentials of hospital services- working and gaps.  

➢ Swot analysis- learnt in POM class 

Gaps identified in 

the working area 

➢ No. of staff is less in MRD. 

➢ The department is very congested. 

Suggestions for 

improvement   
 

➢ More Staff members should be hired in MRD. 

➢ The consultant sign is missing in the patient files, so that 

should be maintained. 

Plan for the next 

week  
 

➢ I will do an open files audit checklist on different floors of 

different departments. 

➢ I will organize documents in closed files on particular 

listings. 

 

 

Signature of the Student 

Approved by the IIHMR University’s Mentor 

 

 



 

Weekly Report 

Name of the Organisation: FORTIS ESCORTS HOSPITAL, JAIPUR 

Area/ Department/ Project of Summer Internship Program: Medical Admin Intern 

Name of the Student: Dr. Kratika Naruka 

Roll no: 1733                                                                    Stream: MBA HM28  

Week no: 3rd                                                                        From: 13th   may 2024 to 18th may 2024  

 

Activity Done: 

 
• This week, I continued conducting closed file audits in 

the Medical Records Department, reviewing 

approximately 150 files. 

• Additionally, I expanded my skills by learning to 

perform open file audits in various departments, 

including MICUs, ICUs, and Internal Medicine. Through 

this process, I identified errors and discrepancies in the 

files, further enhancing my auditing and quality 

improvement expertise. 

 

Linking theory 

(Classroom 

learning) with 

practice at your 

organization 

 

• The Essentials of Hospital Services module is helpful. 

• I checked all the details and entries while checking 

closed files. This practice is crucial for maintaining 

security, compliance, and accountability. 

Gaps identified in 

the working area 
• In IPD files, 

• The consultant's signature is not present on the patient's 

history forms. 

• The date and time of the assessment is missing on the 

forms. 

• Waiting time is more than expected. 

Suggestions for 

improvement   

 

• Staff Compliance 

• Data Accuracy 

                  •   Resource Allocation 

Plan for the next 

week  

 

• I will ensure to complete my tasks on time. 

• I will continue to actively engage in learning new 

concepts and methodologies relevant to my role. 

• I will collect data for my project report while doing 

auditing of files. 

Signature of the Student 

Approved by the IIHMR University’s Mentor 



 

                                 Weekly Report 

Name of the Organisation: FORTIS ESCORTS HOSPITAL, JAIPUR 

Area/ Department/ Project of Summer Internship Program: Medical Admin Intern 

Name of the Student: Dr. Kratika Naruka 

Roll no: 1733                                                                    Stream: MBA HM28  

Week no: 4th                                                                        From: 20th may 2024 to 25th may 2024  

 

Activity Done: 

 

• I continued doing closed files auditing in Medical 

records department. 

• I did around 120 files this week. 

• I also learned to do open-file audits of different 

departments like MICUs, ICUs, and general wards. 

• Collect data for the project report to check the 

compliance and non-compliance in the file’s documents. 

Linking theory 

(Classroom 

learning) with 

practice at your 

organization 

 

• Managing hospital operations, resource allocation, 

process improvement, and quality assurance in 

healthcare settings. 

• Understanding ethical dilemmas, patient rights, and 

compliance requirements. 

Gaps identified in 

the working area 
• Reliance on manual record-keeping, filing, or retrieval 

processes can lead to inefficiencies and delays. 

Suggestions for 

improvement   

 

• Staff Compliance 

• Data Accuracy 

• Hygiene should be maintained. 

• Records should be maintained by nurses properly before 

closing the files. 

Plan for the next 

week  

 

• I will ensure to complete my tasks on time. 

• I will continue to actively engage in learning new 

concepts and methodologies relevant to my role. 

 

 

Signature of the Student 

Approved by the IIHMR University’s Mentor 

 



 

Weekly Report 

Name of the Organisation: FORTIS ESCORTS HOSPITAL, JAIPUR 

Area/ Department/ Project of Summer Internship Program: Medical Admin Intern 

Name of the Student: Dr. Kratika Naruka 

Roll no: 1733                                                                    Stream: MBA HM28  

Week no: 5th                                                                         From: 27th may 2024 to 1st June 2024  

 

Activity Done: 

 

• I continued doing closed files auditing in the Medical 

records department where I precisely checked 

documents like general consent forms, nutritional 

assessment forms, inpatient history forms and 

countersign by consultants, other consent forms, and 

medication order charts. 

• I also learned to do open file audits of different 

departments in MICUs, ICUs, and general wards where 

I checked whether history of present illness, past 

medical history, and drug allergy were fully 

documented or not. 

Linking theory 

(Classroom learning) 

with practice at your 

organization 

 

• Understanding ethical dilemmas, patient rights, and 

compliance requirements. 

• Research Skills: - Enhancement in sourcing and 

verifying data. 

• Data Collection and Management: - Proficiency in 

organizing and updating datasets 

Gaps identified in the 

working area 
NIL 

Suggestions for 

improvement   

 

NIL 

Plan for the next 

week  

 

• I will ensure to complete my tasks on time. 

• I will continue to actively engage in learning new 

concepts and methodologies relevant to my role. 

 

 

Signature of the Student 

Approved by the IIHMR University’s Mentor 



                                                           Weekly Report 

Name of the Organisation: FORTIS ESCORTS HOSPITAL, JAIPUR 

Area/ Department/ Project of Summer Internship Program: Medical Admin Intern 

Name of the Student: Dr. Kratika Naruka 

Roll no: 1733                                                                         Stream: MBA HM28  

Week no: 6th                                                                         From: 3rd June 2024 to 15th 2024  

Activity Done: 

 

 Continued the project work by collecting data  

      for IPD and OPD documentation. 

• Data collection for a general consent form, nutritional 

assessment sheets, and counter signature by a consultant 

in the medical records department from in-patient 

documents of last month. 

• Continued doing open and closed auditing of files from 

different departments. 

Activities: 

      Data Collection and Analysis 

      Open files auditing in a general ward. 

Linking theory 

(Classroom 

learning) with 

practice at your 

organization 

 

• Research Skills: - Enhancement in sourcing and 

verifying data. 

 

• Data Collection and Management: - Proficiency in 

organizing and updating datasets. 

Gaps identified in 

the working area 
• Bottlenecks in workflow processes that lead to delays in 

record retrieval, processing, or delivery. 

• Limited resources (staff, equipment, budget) hinder 

departmental efficiency and effectiveness 

Suggestions for 

improvement   

 

• Train staff on efficient data entry techniques for medical 

records. 

• Conduct regular training sessions for staff on updated 

procedures and compliance standards. 

Plan for the next 

week  

 

• I will ensure to complete my tasks on time. 

• I will continue to actively engage in learning new 

concepts and methodologies relevant to my role. 

• Analyse the data. 

• I will collect the data and will work on the project report 
 

 

Signature of the Student 

Approved by the IIHMR University’s Mentor 

 



                                                  Weekly Report 

Name of the Organisation: FORTIS ESCORTS HOSPITAL, JAIPUR 

Area/ Department/ Project of Summer Internship Program: Medical Admin Intern 

Name of the Student: Dr. Kratika Naruka 

Roll no: 1733                                                                    Stream: MBA HM28  

Week no: 7th                                                                        From: 17th June  2024 to 22nd June  2024  

 

Activity Done: 

 

            Continued the project work by collecting data  

for IPD and OPD documentation. 

• Data collection and analysis of data and documents like 

general consent forms, nutritional assessment sheets, and 

counter signature by a consultant in the medical records 

department from in-patient documents of last month to 

check the compliance of the data. 

 

• Evaluating daily data from the outpatient department 

includes UHID no., patient name, age, sex, date, and 

generic name of medications the consultant prescribes. 

 

Linking theory 

(Classroom learning) 

with practice at your 

organization 

 

• Research Skills: - Enhancement in sourcing and 

verifying data. 

• Data Collection and Management: - Proficiency in 

organizing and updating datasets. 

Gaps identified in the 

working area 
• Bottlenecks in workflow processes that lead to delays 

in record retrieval, processing, or delivery. 

• Doctor’s oversight. 

• Incomplete data given by patient or relative. 

Suggestions for 

improvement   

 

Interdisciplinary communication between nursing staff and 

doctors will lead to more compliant documentation. 

Plan for the next 

week  

 

Analyze the data and will complete the project work in the 

upcoming week. 

Signature of the Student 

Approved by the IIHMR University’s Mentor 

                                                        



                                                Weekly Report 

Name of the Organisation: FORTIS ESCORTS HOSPITAL, JAIPUR 

Area/ Department/ Project of Summer Internship Program: Medical Admin Intern 

Name of the Student: Dr. Kratika Naruka 

Roll no: 1733                                                                    Stream: MBA HM28  

Week no: 8th                                                                        From: 24th June 2024 to 30th June  2024  

Activity Done: 

 

o Completed the project work and after analyzing the 

data, it was found that the general consent form was 

missing, the consultant's signature was missing, the 

nutritional assessment was incomplete, and the generic 

name was not written on the sheets. 

o After a review of OPD data, found that UHID No. was 

not written on all the sheets, generic name was not 

mentioned. 

o We presented these identified gaps to the managing 

director, quality department manager, and MRD head 

and requested them to focus on addressing and 

improving them. 

o Submitted the project report to the department head and 

to the HR department. 

Linking theory 

(Classroom learning) 

with practice at your 

organization 

Data Collection and Management: - Proficiency in organizing 

and updating datasets 

Gaps identified in the 

working area 
o Issues with incomplete documentation or inaccuracies 

in medical records. 

o Use of outdated or inefficient technology systems for 

record-keeping and management. 

o Lack of regular audits or quality assurance measures 

to ensure the accuracy and completeness of medical 

records. 

Suggestions for 

improvement   

 

➢ Implement or refine systems for efficient record 

keeping. 

➢ Standardize procedures for assigning and verifying 

UHID numbers, and ensure accurate recording of 

patient demographics in all OPD encounters. 

 

Plan for the next week  

 

The internship is completed this week. 

Hence, no plans for next week 

Signature of the Student                                            

Approved by the IIHMR University’s Mentor 



                                                           Compiled Report 

Name of the Organisation: FORTIS ESCORTS HOSPITAL, JAIPUR 

Area/ Department/ Project of Summer Internship Program: Medical Admin Intern 

Name of the Student: Dr. Kratika Naruka 

Roll no: 1733                                                                    Stream: MBA HM28  

Activity Done: 

 

o I continued conducting closed file audits in the Medical 

Records Department, reviewing approximately 150 files. 

o Additionally, I expanded my skills by learning to perform 

open file audits in various departments, including MICUs, 

ICUs, and Internal Medicine. Through this process, I 

identified errors and discrepancies in the files, further 

enhancing my auditing and quality improvement expertise. 

o I precisely checked documents like general consent forms, 

nutritional assessment forms, inpatient history forms and 

countersign by consultants, other consent forms, 

medication order charts, generic name charts, patient and 

family education forms, cross referral forms, in house 

transfer forms. 

o Data collection and analysis of data and documents like 

general consent forms, nutritional assessment sheets, and 

counter signature by a consultant in the medical records 

department from in-patient documents of last month to 

check the compliance of the data. 

o Evaluating daily data from the outpatient department 

includes UHID no., patient name, age, sex, date, and 

generic name of medications the consultant prescribes. 

o Completed the project work by analyzing the data of IPD 

and OPD. 

o After analyzing the data, it was found that the general 

consent form was missing, the consultant's signature was 

missing, the nutritional assessment was incomplete, and 

the generic name was not written on the sheets. 

o After a review of OPD data, found that UHID No. was not 

written on all the sheets, generic name was not mentioned. 

o We presented these identified gaps to the managing 

director, quality department manager, and MRD head and 

requested them to focus on addressing and improving 

them. 

 

 

 



Linking theory 

(Classroom 

learning) with 

practice at your 

organization 

 

➢ Essentials of hospital services- working and gaps.  

➢ Swot analysis- learnt in POM class 

➢ Managing hospital operations, resource allocation, process 

improvement, and quality assurance in healthcare settings. 

➢ Understanding ethical dilemmas, patient rights, and 

compliance requirements 

➢ Research Skills: - Enhancement in sourcing and verifying 

data. 

➢ Data Collection and Management: - Proficiency in 

organizing and updating datasets 

Gaps identified in 

the working area 
 

• Reliance on manual record-keeping, filing, or retrieval 

processes can lead to inefficiencies and delays. 

Bottlenecks in workflow processes that lead to delays in 

record retrieval, processing, or delivery. 

• Limited resources (staff, equipment, budget) hinder 

departmental efficiency and effectiveness Issues with 

incomplete documentation or inaccuracies in medical 

records. 

• Use of outdated or inefficient technology systems for 

record-keeping and management. 

• Lack of regular audits or quality assurance measures to 

ensure the accuracy and completeness of medical records. 

Suggestions for 

improvement   

 

 

 

▪ Implement or refine systems for efficient record keeping. 

▪ Standardize procedures for assigning and verifying UHID 

numbers, and ensure accurate recording of patient 

demographics in all OPD encounters. 

▪ Transition to electronic signatures and promote the use of 

electronic health records (EHR) to minimize issues related 

to handwriting legibility and ensure timely documentation. 

▪ Conduct regular training sessions for staff on updated 

procedures and compliance standards. 

 

Signature of the Student 

Approved by the IIHMR University’s Mentor 

 


