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CHAPTER ONE 

About Internship 

An internship is a professional learning experience that offers meaningful, practical work 

related to a student’s field of study or career interest. It is a short-term work experience 

offered by companies and other organizations for people—usually students, but not always—

to get some entry-level exposure to a particular industry or field. It is as much of a learning 

experience as it is work.  

Benefits of internships 

1. Job experience 

2. Research experience 

3. Access to a variety of tasks and departments 

4. Mentorship 

5. Help guide career goals 

6. Create a professional network 

7. Build a strong resume 

8. Secure good references and recommendations 

9. Transition to a permanent job 

10. Build confidence    (source: https://www.indeed.com/career-advice/career-development/benefits-of-internships) 

 

 

Reason for doing Internship at BASIS 

I am a student in the department of Journalism, Media and Communication. Most of the 

students in my department move on either to a newspaper or channel for their job or 

internship. But very few are moving in the communication sector. But I found the 

communication sector very interesting. So I made myself re-minded to work in the 

communication sector. At that time, my honorable teacher informed me that the Bangladesh 

Association of Software and Information Services (BASIS) needed an intern in their public 

relations. BASIS is a highly reputed organization in Bangladesh. It was a great opportunity to 

fulfill my dream. I think it was my good fortune. That is the reason I did my internship 

program at BASIS. I think I was lucky to complete my internship there, and I gathered a 

wealth of experience from there. I am really grateful to my honorable teachers and my 

beloved university, and also to the BASIS supervisors for giving me the chance and helping  

https://www.indeed.com/career-advice/career-development/benefits-of-internships
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me to complete my internship program successfully. Before beginning my internship period, I 

visited BASIS. I was constantly intrigued by working with BASIS. So BASIS was my first 

choice to function as an intern there. I dropped my CV and they called me. I attended a basic 

written exam and was selected for the  

internship opportunity. I began my journey with BASIS as an intern in PR and Media. The 

working hours were eight hours every day, six days a week. Most of the time, I worked 8 

to 10 hours per day. At once, I could figure out how to enhance my expertise in writing and 

communicating. 

 

Duration of Internship 

My internship period began on October 1, 2021, at BASIS as an intern position in public 

relations and media. I have completed my internship on December 15, 2021. I was engaged 

for two months and 15 days. But as there was a election upcoming of BASIS Executive 

Council, I worked 15 days additional. I worked six days a week. 

 

 

About my Internship Supervisor 

 

During my internship, my supervisor was Mr. Hashim Ahmed. He is the honorable secretary 

of BASIS. He has completed his bachelor's degree and Masters in Social Science (Political 

Science) as a student at Jagannath University. He also completed his Masters in Business 

Administration (MBA) in Human Resource Management (RM) from Millenium University. 

He has vast working experience of 17 years or more. He is a great person with vast 

knowledge and experience. He is also an excellent writer. He has been working at BASIS for 

14 years. He has also worked as Field Commissioner, International Affairs & ICT, at 

Bangladesh Scouts. Before that, he was a Sub-Editorial of a well-known newspaper in 

Bangladesh. He is a very hard-working and skilled person. It was really my good fortune to 

work with him. 
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CHAPTER TWO 

Background of Organization 

Bangladesh Association of Software and Information Services (BASIS) was formed in 1997 

to form the platform for the ICT sector of Bangladesh. IT and IT-enabled services in 

Bangladesh needed a strong platform to raise their voices. That time, BASIS was the platform 

they needed. This is now Bangladesh's national trade body or trade organization for IT/ITES 

services. 

MISSION 

To develop the ambition, capacity and sustainable growth of the BASIS member companies, 

and to lead and deliver the BASIS contribution to One Bangladesh. 

VISION 

To lead the development of a vibrant, sustainable and successful software and IT service 

industry in Bangladesh. 

CORE VALUES 

Trustworthy - in its representation of its member companies, in the delivery of its 

operations, and its relationships with its partners and stakeholders 

Respected - as the recognized national trade body for the software and IT service industry of 

Bangladesh 

Innovative - in the services it provides through its secretariat, and it undertakes programs and 

development initiatives to support the sustainable growth of the sector 

Ambitious - in its aims aspirations for the software and IT service industry in Bangladesh 

Representative - in embracing companies from across the software and IT service industry 

of Bangladesh 

ICT SECTOR OF BANGLADESH 

“Digital Bangladesh” is an integral part of the government’s Vision 2021-which promises a 

prosperous and equitable middle-income Bangladesh by its golden jubilee of independence. 

Honorable Prime Minister Sheikh Hasina has outlined Digital Bangladesh having four key 

priorities: 

i) Developing human resources ready for the digital age; 

ii) Connecting citizens in the ways most meaningful to them; 

iii) Taking services to citizens’ doorsteps; and 
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iv) Making the private sector and market more productive and competitive through the use of 

digital technology. 

ICT is the backbone of any digital initiative and it covers the vast area of Iinformation 

Technology, Communication Technology and Telecommunication Technology. The country 

is successfully leveraging this rising penetration and has earned $1 billion in 2018 by 

exporting ICT products and services. 

On top of these, the total number of Internet Subscribers has reached 93.70 million at the end 

of December 2019, can be seen as a consequential blessing of the recent progressive steps 

taken by the present government and the growing ICT sector. 

 

 

       

       

 

 

 

 

    (source: basis.org.bd) 

 

 

basis.org.bd
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Organogram Structure 

BASIS members elect a Board of Directors known as Executive Council (EC) for a two years 

term by direct voting. The EC has the overall responsibility for running the affairs of BASIS 

and setting policy guidelines for its secretariat. 

 

Executive Council (EC) 

PRESIDENT 

 

SENIOR VICE-PRESIDENT 

 

VICE PRESIDENT 

 

DIRECTORS 

Secretariat 

SECRETARY 

  

 

Joint Secretary 

 

Event Management 

 

Member Services 

 

HR Admin 

 

International 

 

Research 

 

Accounts 

 

Cash Incentives 

 

Creative & Design 

 

PR & Media 

 

Corporate Affairs 

 

Web & System 

 

    (source: basis.org.bd) 

Organization Initiatives 

Bangladesh Association of Software and Information Services (BASIS) is Bangladesh's 

national trade body or trade organization for IT/ITES services. 

 BITM 

 BASIS Students' Forum 

 

 

 

basis.org.bd
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Events and Award programs of BASIS 

 

 

 

Awards 

 National ICT Award 

 APICTA 

 NASA Space Apps Challenge 

 BASIS Outsourcing Award 

 

Events 

 Sourcing Bangladesh 2021 

 WCIT Bangladesh 2021: FREE EXHIBITION BOOTH OFFER Bangladesh Pavilion 

 DIGITAL WORLD 2020 

 CeBIT Thailand 

 Japan IT Week 

 GITEX 

 BASIS SOFTEXPO 

 

 

 

    (source: basis.org.bd) 

 

 

 

 

 

 

 

 

 

 

 

 

 

basis.org.bd
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CHAPTER THREE 

Responsibilities 

During my internship period, I have participated in a number of activities. Basically, I was a 

public relations and media representative. Public relations in an organization like BASIS, is 

so crucial. Communicating with thousands of members, various ministries, various 

organizations' secretariats, various news media, and journalists were my major 

responsibilities.  

 Checking IT-related news from at least 20 different newspapers on a daily basis 

 Writing Press Releases for various issues 

 Writing annual review of the organization 

 Contribution to the annual report of the organization 

 Maintain contact with all journalists for news updates 

 Making a monthly newsletter 

 Contribution to various events 

 Photography of various events 

 Making phone contacts with thousands of members for various issues 

 Creating PR strategies for the organization 

 Writing articles about IT sectors 

 Updating Journalist Database 

 Making idea for branding of the organization 

In my internship time, I learned many things. I'm going to describe them: 

Time Management 

I have learned through an internship is how to manage my time for multitasking. For 

example, I had to write press release in both Bangla and English and then I had to contact 

over two hundred journalists over the phone. 

Article and press release Writing 

Before doing this internship, I had some basic knowledge of report writing. But now I can 

write any kind of press release or article. It will be well-informed and interesting. Now I 

know about a good, informative press release. 

Typing 

Though I learned Bengali typing through my university, after a long term of practice during 

my internship, I can type in Bangla and English so fast and comfortably.  
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Professionalism: 

While working on BASIS, I learned about professionalism. Work-based conversation is a 

common phenomenon in organizations. If I need to talk with any of my colleagues for my 

work, I can talk without any hesitation. Everyone was helpful and friendly. We went out of 

the office to talk about any personal issues and other matters not related to office work. 

 

Weekly Activities of my Internship Program 

 

 

First Week (October 1st – October 7th, 2021) 

 Introduced & Ice breaking part with office colleagues 

 Introduced Secretariat  

 Analyzed the annual report of 2020 
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2nd Week (08 October - 14 October 2021) 

 Observed internal system policy 

 Visited Auditorium and Boardroom observe programs 

 Started working as PR 
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3rd Week (15 October - 21 October 2021) 

 Worked on an event 

 Prepared speech for vice president 

 Contribute to Press conference 
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4th Week (22 October - 28 October 2021) 

 Learned the press conference process 

 Practiced how to make create relation with media 

 Learned to organize a press conference 
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5th Week (29 October – 04 November 2021) 

 Started writing articles 

 Experienced membership process of the organization 

 Used the printer and photocopy, fax machine for official working 
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6th Week (05 November – 11 November 2021) 

 Observed, how an organization make relation with member 

 Daily news collection about the organization 

 Observed, how members give feedback 
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7th Week (12 November – 18 November 2021) 

 Updated Journalist Database 

 Joined WCIT-2021 as BASIS representative for four days 
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8th Week (19 November – 25 November 2021) 

 Experienced a international ICT fair 

 Tried to gather the basic idea about IT sector 

 Follow up current IT sector 
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9th Week (26 November – 02 December 2021) 

 Made a list of the Outsourcing judge  

 Started making BASIS Newsletter 

 Prepared speech for president 
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10th Week (03 December-10 December 2021) 

 Finalized the BASIS newsletter 

Worked for the outsourcing award 2021 

 Worked for the BASIS Election 
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11th Week (11 December-17 December 2021) 

 Attended the outsourcing award 2021 

 Made contact with 500 members for election issues 
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12th Week (18 December-24 December 2021) 

 Worked with IT news 

 Worked for BASIS Election 
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13th Week (25 December-30 December 2021) 

 Worked for BASIS Election 
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Work experience of Internship 

I have worked mainly at BASIS as an intern in PR & Media. I have learned a lot there. 

BASIS is an IT/ITES-based organization. My office hours were from 10 a.m. to 6 p.m. 

BASIS works for its members who are doing business in Bangladesh in IT and ITES. Every 

desk has a different laptop and excessories. After arriving at the office, my first task was to 

read all the national newspapers. Then I have to find out which news is IT-related. Then I 

have to compile the important news. Then I have to rearrange and send all this news to the 

Secretary. From corporate affairs and event management, I have learned many things. Moon 

M. Rajib and Sajjadur Rahman Shawon helped me a lot. They gave me instructions on how to 

write an IT-related article. I wrote many press releases which were published in the main 

stream media. Firstly, I checked the mail on my computer. I have done multitasking. Those 

tasks that I completed were first reviewed by my supervisors and then by the secretary. 

I worked on the newsletter on a daily basis. When I went to the events, I felt very scared 

because I thought I would make a mistake. I have faced many problems when I had to do 

multitasking. I had to face challenges when my supervisors introduced me to other people in 

the office who worked at very high posts. When I did something and my supervisor corrected 

it, I felt very embarrassed. They are so experienced that they can change an article and make 

it more interesting. On the first day, I wrote a press release that they had to edit a lot. 

However, the number of edits decreases day-by-day. Sometimes I felt so tired that I had to go 

to the lounge and have a cup of tea. My brain hung on occasion, much like a computer. Then 

I had to go for a walk inside the office.  

 

I have completed my internship with a lot of achievements. It is really a nice experience, 

which will help me to find my job and show my talent, which I have learned to do. 

 

Special Experiences 

In my internship period, I had some special experiences. It was a very good memory for me 

when I was selected for WCIT-2021 as a representative of BASIS. When I met so many 

celebrity people, including Mr. Zunaid Ahmed Palak, State Minister of Information and 

Communication Technology, Mr. Zafar Iqbal, Mr. Iresh Zaker, Nagar Baul James, that time 

was a really great moment for me. Also, I want to mention my special experience with well-

renowned writer and senior journalist, Mr. Pallab Mohaimen, Head of the New Initiatives, 

Daily Prothom Alo. It was very charming to him. 

Tools and Technologies Used 

 Laptop 

 DSLR 

 Printer 

 Projector 
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CHAPTER FOUR 

Difference between Academic and Practical Work 

Learning something in a classroom and learning something in a field or workplace is a totally 

different thing. An internship may be the best way to acquire knowledge about a specific 

topic because we can use both our practical and theoretical aspects of learning. To be a 

master at work, one should have experience of both practical work and academic learning. 

Those two things go hand in hand, and each has their own importance. As a student of 

Journalism, Media & Communication, I have gained lots of academic knowledge in the last 

four years, along with a lot of fieldwork experience. But the practical working situation and 

environment are quite different from academic learning. 

During our academic practice, we do not need to think much about time. Our teachers have 

given us enough time to complete our course assignments. But in our professional life, 

punctuality should be maintained. We know that in this digital era, every piece of news and 

information spreads around the world within a very short time. We must have the ability to 

realize the value of real-time news. So it is easily understandable that there are several 

distinctions between professional and academic life. While practicing during our academic 

learning, we have to face equipment problems. We were almost 30 students, but the 

equipment provided us by the lab was not enough. For this reason, we have to wait, or 

sometimes we have to rent equipment to finish our work early. In professional life, we do not 

need to think about equipment. They provide all the necessary equipment to complete the 

assignment work. 

In the time of academic learning, we have to do our assignments or reports on some special 

issues. For the completeness of any report, expert or authorities' opinion must be included. 

But at that time, we did not have the scope to include that. In professional life, we do not 

have to face many difficulties in getting expert opinions. There are similarities too. We have 

learned many rules and methods for information gathering and news writing. We learned how 

to use 5W’s and 1H for news writing, how to build up a news story with an "Inverted 

Pyramid Structure", the process of editorial writing, ethics, and standards of journalism. All 

those are the same in both academic learning and practical work. 

 

 

Internship Outcome 

There is the outcome of every work, either good or bad. There are many advantages to 

do internship at BASIS. First of all, the experiences I have gathered are very valuable to me. 

BASIS is one of the biggest and most reputed organizations in Bangladesh. So, I got the 

opportunity to create my opportunity. 
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As a result of the internship: 

 I have made many sources 

 Created chances for the future 

 I have proven myself through my work and behavior 

 I have established a value for myself among the seniors 

 I have learned a lot of things about organizational works 

 I have learned some unknown terminologies 

 I have had the experience of coping with a other organization 

 I have learned to do various works, especially corporate works 

 I have experienced how to keep more patience to get a wonderful outcome from an office 

and even from anything 

 I have explored my gathered knowledge and creativity, which would help me get a job in 

the future in other organization. Suppose, one of the employees switches organizations and 

joins another office. Then if I go to work there, he would select me. 

 

Expectation and Experience 

As a student of journalism, a regular reader of multiple online news outlets, and from 

discussion and advice, I had a vague idea of how my internship would turn out. I expected 

hardship, new and surprising experiences, and professional differences. The internship 

program is basically arranged for recent graduate students who are seeking entry-level jobs. 

During this program, the internship supervisor trains, advises, and gives direction on how to 

work in the professional field. I have had a great passion for the communication sector. I 

knew this internship would help me to understand Bangladesh's corporate organizations very 

closely as well as work professionally in a highly reputed organization. The internship 

experience did not only help me to be professional and proactive, but also gave me a chance 

to show my creativity, boost my confidence, and be focused. 

From this internship, my expectations were to: 

 Perceive my organization’s philosophy, ideology, and public relations 

 Get a clear idea of Bangladesh's corporate offices and their day-to-day functions 

 Improve my communication skills and put them to use in real-world situations 

 Be efficient and effective in decision-making 



 P a g e  | 24 

 

In addition, on the completion of my internship, I expected to: 

 Achieve practical knowledge of communication 

 To gain practical knowledge of writing press releases and articles 

 To learn how to work under pressure 

 To comprehend the management procedure 

 Interpersonal Skills Development 

 Building a strong connection with people from different classes 

 To comprehend the significance of the news 

  Learn how to organize a press conference 

 Experience of information gathering and reporting 

 To gain experience in producing a different genre of news 

 Expanding my professional network 

 Try to be familiar with how an organization runs technically 

 To have experience of the technical and practical knowledge of communication 

 Know the office environment and prepare me for professional involvement 

 

Skills Developed during Internship 

My three months of internship at BASIS, completed very quickly. I am glad to have 

undergone this internship because it taught me a number of important things and also got me 

to explore my own interests and think through what I want to do upon graduation. Anyway, 

my internship taught me a lot of things, and I also got to meet a lot of nice people. Somehow, 

I feel really lucky that I always get to work with nice colleagues, and that makes everything a 

whole lot easier and happier. All of the staff in the office had also helped me in one way or 

another, either through my work or by creating a better work environment. Contrary to my 

initial expectations, I totally enjoyed my internship and also learned a lot of things. 

The internship course was a great opportunity for me. I have learned many things about 

writing, communicating, office work, the working system of an office, punctuality, discipline, 

etc. This will help me excel in my career and personal life. My report is the outcome of the 

internship work and experience gathered during the time I worked at BASIS. In this study, I 

tried to focus on news arranging, writing, and PR strategies for BASIS with an experienced 
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team. In addition to everything else, it taught me office protocol. Hence, my heartiest thanks 

go to all the arrangements for all concerned to make it possible. 

 

The Opportunity of Future Career 

An internship is a structured work experience related to a student's major career goal. An 

experience that should enhance a student's academic, career, and personal development. 

Whether it is paid or unpaid, part-time or full-time, it can play a significant role in career 

building. One of the recurring themes in any entry-level job search is a lack of experience. An 

internship creates the perfect opportunity to gather experience. During my internship, I 

connected with many professional individuals and widened my network, which I think will 

help me in my professional life and in career development. I learned about the 

communication career field from the inside and got to know that it’s not a bad career field for 

me. I also got the opportunity to observe the workplace and see if it matched expectations. I 

learned new skills and added to my knowledge base while gaining confidence in my abilities. 

I had the opportunity to practice communication and teamwork skills. 

I applied some of the ideas learned in my academic life. Most importantly, I met new people 

and practiced networking skills while establishing a network of professional contacts, 

mentors, and references. It opened a door to advise on the next steps to take on my career 

path. My internship created an opportunity to gain valuable experience and accomplishments 

to add to my resume. Through internships work, I gain some knowledge and experience in 

feature writing, editorial writing, and photography which will help me to build a strong 

resume. We know that it’s quite impossible to get a good position in a job without a heavy 

resume. Companies are more likely interested to hire one who has previous work experience. 

 

Limitations of Internship 

Throughout my three-month internship project, I faced a lot of problems. Because in 

profession, there are many differences between academic life and practical life. It is 

impossible for an intern to cover the whole thing in a short time. My Intern Organization 

BASIS is a very busy organization. At BASIS, I was not a representative; I was just doing my 

three-month temporary position. Among all of them, I am junior, so they don’t want to tell 

me about their main sources. They did not share with me how they get faster information 

about major matters. They already have very experienced staff. They didn't always answer 

my questions because they didn’t have the permission to talk about these things. They treated 

me like an intern. So, in my internship at BASIS, I had to face some limitations. In this way, 

in my entry-level position at BASIS, I needed to confront a few constraints. 

 

 

 

CHAPTER FIVE 
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SWOT Analysis 

Strengths: 

 Authentic 

 Continuous contact with members 

 Strong and independent in internal policy making 

 Purposive and effective membership policy 

 Try to stay up to date 

 Many partners and members (1800+) 

 Updated website 

 Covers a vast area, not just Dhaka- centric 

 

Weaknesses: 

 Job constraints because of a lack of knowledge and technology 

 This office has enough resources but not utilizing those properly 

 Office management has room for improvement. 

 Do not have enough employees  

 

Opportunities: 

 Developing of professional bonding/relations 

 Connecting professional resources 

Putting on big events 

 New Knowledge Acquired 

 The arrival of new technologies 

 Management can be better 
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Threats: 

 Influence of VIPs 

 

 

Conclusion 

I firmly believe that the experience I have gathered during my internship will help me in my 

professional career. Needless to say, I have differentiated the nature of institutional and 

professional learning throughout such an internship. As a trade organization, BASIS has been 

very friendly and kind to me, except for a few obligations. Aside from understanding and 

communicating, the temporary job gives me the opportunity to figure out how to function 

inside an expert group/team/staff/partners. Subsequently, the temporary job has likewise 

enhanced my relationship with an association. 

Finally, I can say I enjoyed my internship period at BASIS. During this period, I learned lots 

of factors and gained a lot of professional knowledge. I think it will help in my future career. 

 

Recommendation 

It’s really hard for me to recommend all the necessary steps to take to overcome the overall 

shortcomings of the organization where I have worked as an intern. But I can recommend 

some necessary steps to overcome the problems I have faced in my "PR & Media". 

 Increase the number of resources 

 Recruit more employees 

 Build a relationship between employees and intern 

 Employees must be trained 

 Should give equal opportunities to work properly 

 Recruitment process should be fair 

 Insufficient vehicle services 

 Administration department needs to be more active 
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ANNEX 

Press conference of BASIS Outsourcing Award 2021 news was published in different 

main stream media from the Press Release written by me and organized by me. 
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Press Release and contribution in BASIS Outsourcing Award 2021 
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Attending WCIT-2021 at BICC 
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Regular work 

 

Maintaining Front Desk 

 

 

 



 P a g e  | 34 

BASIS Newsletter proposed and made by me 
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Writings by me used in BASIS Website 
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Quotes written by me for Victory Day in behalf of BASIS 
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Participated in BASIS election as Election Officer 

 

 

 


