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Student Checklist

	______
	Submit Resume

	______
	Internship Applicant Profile

	______
	Internship Application

	______
	Internship Agreement & One-Page Description of Internship (to be signed by you and your supervisor)

	______
	Professional Practice Health Insurance Certification

	______
	Release Form (which is a waiver of responsibility)

	______
	Override from the internship coordinator

	______
	Present the override to the academic advisor

	______
	Enroll in INB 398.01 (for a letter grade)

	______
	Mid-Term Self-Evaluation

	______
	Mid-Term Supervisor Evaluation

	______
	Daily Log

	______
	Final Report

	______
	Final Supervisor Evaluation


Description of the International Business Internship Program

The internship is one of the activities in which a student can participate during his/her education at ISU that will make a significant difference in his/her marketability upon graduation. The benefits to the student and to the company are so great that an increasing number of companies are using internships as their major form of recruiting new employees.  The undergraduate internships in IB provide students opportunities to learn about business through work experiences in a variety of actual businesses and other “real-world” organizations.  To be approved for academic credit, the experience must provide opportunities for students to observe and apply important ideas from IB courses, to grow personally, and to further develop skills and competencies.  Interns need to have completed appropriate course work prior to the internship, and normally will have senior standing.  During the academic year, internships typically are part-time, involving 12 to 15 hours of work per week.  Summer internships often are full-time jobs.  Internships may or may not be paid and will count towards one of your two International Business electives.  The next page shows how the internship fits in with your IB curriculum.

Prerequisites for Participating in the IB Internship Program

· Any international course completed by the end of the previous semester

· Approximately 85 credit hours completed by the end of the previous semester

· Overall GPA of 2.8 

Internships in International Business may be offered throughout the school year, but most opportunities will occur during the summer session.  

Expectations of Interns

Students on internships are expected to meet their responsibilities in a highly professional way.  Employers have expectations about behavior, working relationships and job performance.  Interns must remember that they represent not only the IB program and the College of Business, but the University as well, and should approach duties enthusiastically, professionally, and responsibly.  

Hours Required to Earn Academic Credit

A student typically needs to work approximately 60 hours for 1 academic credit hour. This means a student needs to work approximately 180 hours for 3 hours of academic credit. The distribution of these 180 hours is left up to the discretion of the employer. That is, the student could work for 5 weeks at 36 hours per week or for 10 weeks at 18 hours per week. 

Finding an Internship

There are two ways to find internship positions:

1. The internship office has made arrangements with some companies.  Information on these listed positions will be available in 207 COB as well as on the internship website.

2. Students may seek out their own internships, either through connections they may have or by searching the IB internship website, the internet, erecruiting.com, etc.  

Applying for the Internship

All applicants must submit the following documents to the internship office:

· Resume

· Internship Applicant Profile

· Internship Application

To apply for one or more internship positions listed with the internship coordinator, please send an e-mail message, with your resume attached as an MS-Word document, to Dr. Varner at izvarner@ilstu.edu.  Your resume will then be forwarded to those employers.  You may then be contacted by either the internship office or the organization directly, depending on the organization’s preference.  

To apply for an internship position which is not listed with the internship coordinator, you may send your resume directly to the organization, or you may ask the internship office to do this for you.  Follow-up contacts, such as interview arrangements, may then be made with the organization directly or through the internship office, depending on the organization’s preference.  If you are making such arrangements on your own, you must provide the internship coordinator with information to contact your perspective employer prior to accepting the position, as the internship must be approved by the internship office if you are to receive course credit.  You will note that the IB internship website will also provide links and/or information regarding positions that were identified by the office but which are not actually listed with the office.  That is, we have not yet established any arrangements with that organization.  Again, either pursue these on your own or ask the office to do so on your behalf, but again, make sure that the internship is approved by our office before accepting the position.    

Accepting the Internship

All interviews, negotiations, and acceptances will be between the applicant and the employer.  In addition to any paperwork that the employer may require, you must submit the following documents to the internship coordinator prior to registering for course credit:

· Internship Agreement (to be signed by you and your supervisor)

· Attach a One-Page Written Description of IB Internship

Internships are designed to create a classroom experience outside the classroom. As a result the following areas required in the description roughly correspond to a syllabus (structure), topics covered in the course (substance), and homework (special projects). Either the supervisor (company/organization) or the intern may write the internship description.  If the intern writes the description, the supervisor should sign it to show agreement to what is stated.  The description should include the following components: 
Structure:

Give a breakdown of the activities that will be performed during the internship. Use percentages indicating how much time will be spent on each activity. For example:

45% research to obtain economic, cultural, political data on foreign countries

25% organizing events for foreign clientele / dealing directly with foreign delegates

25% analyzing economic data

10% answering the phone and other clerical tasks

The more detailed the better. Some businesses/organizations have a program for the internship laid-out week-by-week. If this is the case, please include a copy of their plan for the internship.

Substance:

Specifically state the International Business topics and concepts addressed by the internship.

Special projects:

Note any independent work you will be doing that will be reported to the organization.  Additionally, indicate if any formal training materials like videos, CD-ROM, audio tapes, self-study manuals, computer programs, books, etc. will be utilized.

· Professional Practice Health Insurance Certification

· Release Form (which is a waiver of responsibility)

Registering for an International Business Internship

Once an internship has been approved and accepted, you should:

· Obtain an override from the internship coordinator

· Present the override to the academic advisor

· Enroll for 3 credit hours in INB 398.01 for a grade
Notes:

Students, you should register for a full regimen of on-campus courses if all internship arrangements have not been finalized by the time of pre-registration.  This will minimize later scheduling hassles and assure that you will have a full schedule of classes each semester.  Once arrangements have been finalized, one of the on-campus courses can be dropped.

If you are doing an off-campus internship and you will not be taking any other classes during the same period as you are doing the internship, you are eligible for a refund of the general activity fee, the activity fee, and the health services fee. Since you are not on campus, you will not be using the university services. Call (309) 438-2188 and asking for a Fees Refund Form. You will pay for tuition and fees for the internship and then the university will send you a refund.

If your internship is abroad, please check with Dr. Varner for the specific section number of the internship course. 
Responsibilities During the Internship

It is the intern’s responsibility to submit all materials on time. Failure to submit materials by the due date will result in a lower grade. For summer internships, all materials must be received no later than at the beginning of the last week of summer school, so that materials can be evaluated and grades can be submitted in time. For specifics please contact Dr. Varner
As part of the internship experience, interns must complete and submit the following to the internship office:

· Mid-Term Self-Evaluation (see appendix)

· Daily Log 

You will need to maintain a daily log of you internship activities, to be submitted with your final report.   Please prepare the log in tabular form (an Excel spreadsheet or a Word table, for example), using the following format:

	Date
	Hours Worked
	Tasks Performed
	Optional comments

	May 27
	8
	Research, internet search for country data (Taiwan)
	Learned 5 Chinese words

	May 28
	4
	Planned events for 2 foreign dignitaries
	Worked through a translator

	Etc., Etc.
	:
	
	

	Total Hours
	182
	
	


· Final Report

Your final report should adhere to the following guidelines:

· Three sections, using the heading below.

· Cover page, with name, contact information, & company for which you interned.

· 5-7 pages in length, not including the cover page.

· Single-spaced, 12-point type, 1-inch margins.

· Pages should be numbered.

· Include a Bibliography or Reference section with proper citations.

· Submit with daily log, either electronically or in hard copy

· No binders, folders, or fancy graphics.  Simply staple in top left corner.

1. Internship Description

A description of your internship situation – the organization, your duties and activities.  Please account for any training and supervision that was received (1 page).

2. Course Application

A discussion of how the internship and your academic courses interrelate.  What specific ideas from your courses were illustrated or applied during the internship?  Be careful to avoid generalities.  Rather, consider specific concepts, models, and ideas.  (Sources must be cited in a Bibliography or References section at the end of the paper).  Which courses were of the greatest value to you on the job, and why?  Did you observe things or face problems which have not been dealt with in your academic courses?  Explain.  How have your courses and the internship helped you understand more about international business and more about the organization for which you interned (3–4 pages)  

3. Self-Reflection

A concluding section describing/explaining what you learned about yourself and your relationships with others.  Also included in this section should be a brief accounting of the personal goals you were able to attain.  Did the internship help you to more clearly define your career goals?  A final segment of this section should include a summation of the most useful aspects of the internship experience (1-2 pages).

Internship Grade Determination

1. Mid-Term Self-Evaluation: 5 percent

· Due Date
· Fall 2007 – October 17
· Spring 2008 – March 20 
· Summer 2008 -  July 5
· Failure to turn in your report on time will result in a letter grade reduction for each two days it is late. Mark this date on your calendar. I will not contact you to submit the report.

2. Mid-Term Supervisor Evaluation: 20 percent

· Due Date: 
· Fall 2007 – October 18
· Spring 2008 – March 21
· Summer 2008 -  July 5

· Please call me if there is any change in your supervisor. Give me the new name, address, and phone number.

3. Daily Log: 20 percent

· Due Date: 

· Fall 2007 – December 16 

· Spring 2008 – May 11
· Summer 2008 – August 11
· Failure to turn in your log on time will result in a letter grade reduction for each two days it is late. 

4. Final Supervisor Evaluation: 20 percent

· Due Date:  

· Fall 2007 – December 17 

· Spring 2008 – May 13

· Summer 2008 – August 12

· Failure to turn in your paper on time will result in a letter grade reduction for each two days it is late. 

5. Final Report: 35 percent

· Due Date: 

· Fall 2007 -  December 16
· Spring 2008 – May 12
· Summer 2008 -  August 12
· Please call me if there is any change in your supervisor. Give me the new name, address, e-mail, and phone number.

Note:  
For internships that do not span the full semester, these dates will be adjusted.

Appendix


· Internship Applicant Profile

· Internship Application

· Internship Agreement 

· Professional Practice Health Insurance Certification

· Release Form 

· Mid-Term Self-Evaluation Form

· Mid-Term Supervisor Evaluation Form

· Final Supervisor Evaluation Form

Illinois State University - International Business

Internship Applicant Profile

(please type or print clearly)

Name ___________________________     S.S.# ______________    Date  _________________

Local Address _________________________________     Local Phone (_____) ____________

                        _________________________________     

                        _________________________________

Permanent Address _____________________________     Home Phone (_____) ____________

                        _________________________________     

                        _________________________________

E-Mail Address ________________________________     

Major  ________________     Minor  ________________  Specialization  __________________

Credit Hours Earned (as of now)  _________      ISU GPA _______/4.0

Expected Date of Graduation  ____________________________________

Semester(s)/Year(s) Seeking Internship  ________________________________

Have you studied abroad?  If so, where?  ____________________________________________

Do you plan to study abroad?  If so, where and when? __________________________________

                                                                                        __________________________________

Identify any foreign languages that you speak.  How fluent are you?

______________________________________________________________________________

______________________________________________________________________________

Desired Internship Location(s)  ____________________________________________________

                                                                          (city, state)

Do you wish to participate in an internship abroad?  If so, where?  ________________________

                                                                                                           ________________________

I prefer to participate in an internship for (check one):    _______ a grade           _______ CR/NC  

Other Information ______________________________________________________________

_____________________________________________________________________________ 

Your resume must accompany this form.  

Please do not staple (use a paper clip).

Illinois State University - International Business
Internship Application

(please type or print clearly)

	Name:
	ID.#:
	Date:

	Local Address:
	Phone: (       )

	Home Address:
	Phone: (       )

	Major:
	Anticipated date of graduation:

	This application is for:              Fall ______          Spring  ______        Summer  ______


College-level education prior to attending ISU:

Institution _______________________      Dates Attended ___________     Major ___________

Institution _______________________      Dates Attended ___________     Major ___________

Date entered ISU _______    Hours completed to date ______  (transfer hrs ______; ISU hrs _____)

Overall GPA  ________/4.0

GPA in Major  ________/4.0

Current semester course load: _________________________ hours


Number of courses in each of the following areas which you expect to have completed by the time of the  internship:

	International Business _____
	Finance _____
	Mathematics _____
	General Management _____

	Production/Operations _____
	Marketing _____
	Statistics _____
	Data Processing/Computer _____

	Human Resources _____
	Economics _____
	Accounting _____
	Management Info.Systems _____

	Communications _____
	Business Law _____
	Insurance _____
	Organizational Behavior _____



Extra-curricular activities, including offices held and honors received.


Work experience (include military, part-time, summer).  List most recent first.

	
	Organization
	Location
	Dates
	Responsibilities

	1.
	____________________
	_________________
	____________
	__________________________________

	2.
	____________________
	_________________
	____________
	__________________________________

	3.
	____________________
	_________________
	____________
	__________________________________

	4.
	____________________
	_________________
	____________
	__________________________________

	5.
	____________________
	_________________
	____________
	__________________________________

	6.
	____________________
	_________________
	____________
	__________________________________


I agree that information I have provided on this page can be shared 

with potential firms that may provide me with an internship opportunity.

	Signature
	Date


Illinois State University - International Business
Internship Agreement

(please type or print clearly)
The International Business internship experience should provide opportunities for the student to observe and apply important ideas from international business courses, to grow personally, and to further develop skills and competencies.  Since the student will receive university credit for his/her work, the cooperating business should expect the student/intern to be a productive and well-motivated employee. The intern is seeking additional understanding of the international dimensions with which the organization is faced.

Student Intern_________________________________      Home Phone (_____) ______________








           E-mail __________________________

Cooperating Business ______________________________________________________________

Address_________________________________________________________________________

City__________________________________________ State ________________ Zip__________

Supervisor  ____________________________________ Title ______________________________

Phone ________________________________ E-mail _____________________________________

Hours to be worked (per day, per week) _________________ Estimated Total Hours:_____________

Rate of pay (if applicable) ________/hr.
_________/wk.
__________ Other

Provide a description of the internship position (work area, department, project(s), research, main duties, skills used, etc.)  By signing this form, the intern and the supervisor agree to the terms of the written description.

	Intern’s Signature
	Date
	Supervisor’s Signature
	Date


Both the intern and the supervisor should retain a copy of this form.  Please return a copy to:
Prof. Iris Varner
MQM Department, Campus Box 5580

Illinois State University, Normal, IL  61790-5580

Tele: (309) 438-7843, Fax: (309) 438-8201
Professional Practice Health Insurance Certification

One of the requirements for participation in Professional Practice (Cooperative Education/Internships) is that each student has adequate health/accident coverage in force during the entire period of participation*. Coverage must be either privately procured or obtained through the University’s Group Health Insurance plan.

Your signature below attests to your acknowledgement and acceptance of the following statements:

I understand that any medical or dental expenses incurred while participating in the Professional Practice program are my sole responsibility not that of Illinois State University, the Board of Trustees or their agents or employees. I understand that it is my responsibility to pay any expenses which may not be covered by insurance payments made on my behalf.

I understand that if I register for nine (9) or more credit hours by the 15th day of Fall/Spring I will be automatically assessed for and be included in the student group insurance plan. If I register for six (6) or more hours by the 8th day of summer session, I will automatically be assessed for and be included in the student group insurance plan. If I am registered for fewer hours, I am eligible to purchase student group insurance.

If you will not have ISU’s insurance, you should review your other policy’s coverage to determine its adequacy. In this case, a copy of an insurance card or other verification of insurance coverage MUST be attached to this form. The department will retain the copy or verification along with this form that must be submitted to your department Professional Practice Coordinator before you will be allowed to register.

CHECK THE ONE OR ONES THAT APPLY:

_____
I will be covered for the entire period of you participation by ISU student health insurance because I 

(check one):

_____ (1) enrolled for sufficient credit hours to be assessed the student health insurance fee, or

_____ (2) paid the fee directly to Student Insurance Office.

_____ 
I am not covered by ISU student health insurance and have attached verification of my privately secured

 
policy applicable to my entire period of Professional Practice participation. 

_____ 
I have both ISU’s student group plan and another policy for maximum protection.

Print Name: ______________________Signature: _________________________ Date: ______

FAILURE TO COMLETE AND RETURN THIS FORM

WILL PRECLUDE PARTICIPATION IN THE PROFESSIONAL PRACTICE PROGRAM

* Example:

Term

Coverage Begins 

Coverage Ends 




Summer 2006
May 20, 2006

August 9, 2006
If your practice begins before, or lasts beyond, these dates, then you need coverage for the previous or following term.
Release

STATE OF ILLINOIS   
)





)  KNOW ALL MEN BY THESE PRESENTS

COUNTY OF MCLEAN
)

That, I ______________________________________________, do hereby release, acquit, and forever discharge The State of Illinois, Illinois State University, its officers, employees, attorneys, representatives, insurers, and assigns, each and every person, natural or corporate, from any and all demands, causes of action and/or judgments of whatsoever nature or character, past or future, known or unknown, whether in contract or in tort, whether for personal injuries, property damage, payments, fees, expenses, accounts receivable, credits, refunds, or any other monies due or to become due, or damages of any kind or nature, which have accrued, and whether arising from common law or statute, to me, my heirs, executors, legal representatives, successors or assigns, arising out of, in any way, my participation in an International Business internship (INB _________) with ______________________________________________ during the ______________________________  Semester (_____________ to _____________).


This release contains the entire agreement between the parties and shall be binding upon and inure to the benefits of the successors and assigns of the undersigned.

EXECUTED on this ________ day of _______________, 20______.








____________________________________








Name








_______________________________________








Signature

Subscribed and sworn to before me 

this ________ day of _______________, 20_____

_______________________________________

Notary Public

Illinois State University - International Business
Mid-term Self-Evaluation form

(please type or print clearly)
Intern _______________________     Business_____________________________     Date________

Please make sure your answers are as detailed and specific as possible. 

You may fax this evaluation to the attention of Prof. Iris Varner at (309) 438-8201.

1. Are you receiving experience that you feel is valuable to you – experience that you may not have received from a previous job or class? Explain.

2. Has your organization followed an organized plan in working with you? Explain.

3. Up to this point, what has been the most positive aspect of your internship? Explain.

4. Up to this point, what has been the most negative aspect of your internship? Explain.

5. Up to this point, how would you rate your supervision?

Excellent

Good

Average
Fair
      Poor

6. Up to this point, how would you rate your overall internship experience?

Excellent

Good

Average
Fair
      Poor

7. Up to this point, how would you rate your overall performance in the internship position?

Excellent

Good

Average
Fair
      Poor

8. Would you recommend this internship to a friend?  Why or why not?

9. Comments:

Illinois State University - International Business
Mid-term supervisor Evaluation form
Intern _______________________     Business_____________________________     Date________

Please check the column which most appropriately characterizes the intern’s performance level at this point in the internship.  You will have an opportunity to reevaluate this student at the end of the term.
	
	Exceeds

Requirements
	Meets

Requirements
	Does Not Meet

Requirements

	Attitude Toward Job
	__________
	__________
	__________

	Quality of Work (thoroughness, accuracy, etc.)
	__________
	__________
	__________

	Quantity of Work
	__________
	__________
	__________

	Initiative
	__________
	__________
	__________

	Dependability/Reliability
	__________
	__________
	__________

	Work Relations (easy to supervise, teamwork, etc.)
	__________
	__________
	__________


If you were seeking a new employee, would you hire this person?       Yes ______       No _______

Is the academic training and job knowledge that the intern brought to this job adequate for the internship position?      Yes _______       No _______

If not, please indicate what is lacking:  


Please include any additional information which you believe would assist us in evaluating the intern’s performance, using the back of this form if necessary. 



	Supervisor’s Signature
	Date


Thank you very much for your assessment.

Please fax the completed evaluation to the attention of Prof. Iris Varner at (309) 438-8201 or email to izvarner@ilstu.edu.

Illinois State University - International Business
Final supervisor Evaluation form
Intern _______________________     Business_____________________________     Date________

Please check the column which most appropriately characterizes the intern’s performance level.
	
	Exceeded

Requirements
	Met

Requirements
	Did Not Meet

Requirements

	Attitude Toward Job
	__________
	__________
	__________

	Quality of Work (thoroughness, accuracy, etc.)
	__________
	__________
	__________

	Quantity of Work
	__________
	__________
	__________

	Initiative
	__________
	__________
	__________

	Dependability/Reliability
	__________
	__________
	__________

	Work Relations (easy to supervise, teamwork, etc.)
	__________
	__________
	__________


If you were seeking a new employee, would you hire this person?       Yes ______       No _______

Was the academic training and job knowledge that the intern brought to this job adequate for the internship position?      Yes _______       No _______

If not, please indicate what was lacking:  


Please include any additional information which you believe would assist us in evaluating the intern’s performance, using the back of this form if necessary. 



	Supervisor’s Signature
	Date


Thank you very much for your assessment.

Please fax the completed evaluation to the attention of Prof. Iris Varner at (309) 438-8201 or email to izvarner@ilstu.edu.






