STEPS TO COMPLETE THE FINANCE INTERNSHIP

Below are the basic steps that are necessary to complete an internship for course credit: 

STEP 1:  Getting the Process in Motion  

· Start by visiting the website www.cob.ilstu.edu/finance_ins_law/internships_finance.shtml.  Read the “Internship Requirements” section to know what is expected of you.  Note the hour requirements and that the internship must be a new or on-going work experience clearly in the field of finance.

STEP 2:  Completing Necessary Paperwork
· Go to the Advisement Center to determine if you qualify to do a finance internship.  Students qualifying will receive a completed Academic Advisement Verification Form. 
· Next go to our website and download the required forms (Internship application form, waiver of liability form and the health insurance certification form - if using private insurance a copy of the front and back of the insurance card must be provided - these documents can be found by clicking on “Information for Students”), get the forms filled out and signed, then submit all documents to the internship coordinator before the internship starts and you commence logging hours toward the internship.  Please submit all documents together.

· Employers need to fill out the position description form and the employment verification form, found by clicking on “Information for Employers”.

· Turning in the completed and signed documents is not a guarantee that the internship will be approved for academic credit.

STEP 3:  Getting Approval and Enrolling in the Course

· Once an internship opportunity has been identified, you must bring all of the completed and signed forms to the internship coordinator for approval.  If the documents provided meet all of the requirements the internship coordinator will approve the internship.  
· If the internship is approved, the internship coordinator will notify the Advisement Center to allow the student to register for the course.  Note:  Students should not start logging in hours on the internship until it has been approved and they are registered for the class.
STEP 4:  Receiving a Grade and Course Credit

· Seventy percent of your grade is based on the supervisor’s mid-term evaluation (35%) and final evaluation (35%).  Students must make sure that supervisors get these forms (either the student or the supervisor may download them from the website).  The mid-term evaluation must be received around the middle of the semester or mid-point of the summer internship.  However, the final evaluation is due by the last week of the semester (fall or spring interns) or second summer session (summer interns).  The remaining thirty percent of your grade is based on a paper which is due the last day before final exams (fall or spring interns) or the first day of the last week of the second summer session (summer interns).  Instructions for completing the paper can be found under “Information for Students” Course Requirements.
