  UNDERGRADUATE INTERNSHIPS (BUS 488)
A College of Business internship can be a valuable and interesting educational experience.  It consists of integrating your experience in a work setting with the University’s academic environment.  Through an internship, you have the opportunity to gain practical experience in a particular area and relate this to the knowledge you have obtained in your classes.  An internship allows you to apply concepts and ideas to real-life situations and then discuss your experiences with a faculty sponsor. 

Normally, an internship takes much more time and work than a regular course, so you should think seriously about it and consider your course load before you decide to do an internship.  Students receive 3 credit hours for BUS 488.  You should follow these steps to obtain an internship:

Find a job that is suitable for an internship--this can be done on your own, utilizing your own networks and connections, or you may visit the Career Center to discuss internship opportunities available.


Find an appropriate Harriman faculty member who agrees to be your sponsor—speak with your faculty advisor for suggestions.

Submit a written proposal to your faculty sponsor.  You can provide information from the job description if it is a posted position, or a detailed description of your duties if you are seeking a position on your own.  The proposal should also reflect the academic and practical benefits of the internship and it should include an extensive reading list.

Once your faculty sponsor approves your proposal, you may interview for the posted position or work out the final details for a position you have sought on your own.  You must complete the Undergraduate Internship Agreement and have it signed by your internship supervisor, and your faculty sponsor. This form must be signed and given before you begin your position.  Completion of this form is necessary to be given permission to register.   You should also provide copies of this agreement to all parties whose signatures appear on the form, including yourself.

Register for BUS 488 in the section that is assigned to your faculty sponsor. Your faculty sponsor can provide you with this section number, or you can obtain it from the Student Services Office.

Submit a final written report to your faculty sponsor before the last day of classes.  Part of the final report should include a discussion of the relationship between your internship experience and what you learned from the materials on the required reading list.  You should be able to integrate the concepts you gained from your reading with your work experience and explain how they complemented each other.

Your faculty sponsor grades your report and submits your grade during final examination week.

UNDERGRADUATE INTERNSHIP AGREEMENT FORM (BUS 488)
Please type or print all information

Semester and Year of Internship___________________________________________________
Name__________________________________
Student ID# __________________________


  Last



First
Local Address ____________________________________________________________________________

_________________________

Local Phone__________________________________

Permanent Address ____________________________________________________________________________
___________________________________
Phone____________________________________
Expected Graduation ___________________
Cum. GPA ________________________________




Month/Year

Faculty Sponsor ___Prof. Jeehong Kim_____

Name of Internship Agency_______________________________________________________________________

Agency Address______________________________________________________________________









      

Phone


Agency Supervisor__________________________________Title_______________________________

Dates of internship: Begins _____________ Ends ______________Hours/Wk_________________
List the courses you will be taking this semester (including internship).  Total credits: ______________
Dept.

Course





Sec.

Credits


_____

__________________________________

_____

______



_____

__________________________________

_____

______


_____

__________________________________

_____

______

_____

__________________________________

_____

______

_____

__________________________________

_____

______

Please attach a concise statement about your reasons for seeking this internship--how it relates to your present academic program and future education plans as well as your career goals and personal interests.  Include a brief discussion of the skills and knowledge you hope to acquire. 

CONTRACT RESPONSIBILITIES

To be completed by the agency supervisor:

1)
What are the intern’s responsibilities and role within the agency?

2)
What are the intern’s hours and days of work every week?

3)
What arrangements have been made for regular meetings between you and the intern?

4)
By what criteria will you evaluate the intern’s fulfillment of the internship?

To be completed by the faculty sponsor:

1)
What arrangements have been made for regular contact between you and the intern?

 The student should submit a final report which describes the nature of the work, and lessons learned from the internship experience. The supervisor’s evaluation form should also be completed by the supervisor. Both of them should be submitted within one week of the end of the term. 
2)
By what criteria will you evaluate the student’s fulfillment of the internship and determine the student’s grade for BUS 488?

  The grade will be based on integrity, appropriateness, and reports’ quality. 
SIGNATURES AND APPROVALS

______________________________


______________________________

Student



Date


Agency Supervisor


Date

______________________________


_____
__________________________

Faculty Sponsor


Date


Undergraduate Director

Date


THE FORM MUST BE COMPLETED PRIOR TO BEGINNING YOUR INTERNSHIP.  You will not be able to register for BUS 488 until this form is submitted to the department.

