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	INTERNSHIP REPORT GUIDELINES


All other Majors - EFSB 4940, FINA 4940, IBUS 4940, INFS 4940, MGMT 4940, MKTG 4940, and OSCM 4940: 
· Report MUST be submitted the first day of finals week to the appropriate Internship Faculty Advisor, where it will be evaluated and graded (pass or no credit). 

1. Internship Faculty Advisor may consult with other faculty members whose expertise will aid in the evaluation process.
2. Intern must contact Internship Faculty Advisor to confirm preferred method of report submission. 

· A 12-15 pages report should include the following major topics: 

3. A description of the employer’s organization and background information

4. A description of the major activities/projects that were part of the internship experience, with examples wherever possible

5. An explanation of the specific skills developed during the internship

6. A discussion of the ways in which the internship experience relates to coursework

7. A discussion of how the internship has helped prepare the student for future employment
8. Include letters of recommendation from employer and/or examples of accomplishments and projects as an appendix to the report

9. ONLY PSLS 4940 students are required to submit time sheets
· Include a cover sheet with first and last name, Rocket ID Number, email address, employer’s name, academic semester and submission date. 
· Report format: 
10. 12-15 pages, typed double spaced on 8 ½ x 11 paper

11. (1) Inch margins all around

12. Numbered pages
13. Well written and grammatically correct
14. Utilize headings and sub-headings to break the report into logical parts
*If your internship is full-time and you are unable to take classes while receiving a 
university scholarship or financial aid, you must contact Dr. Terribeth Gordon-Moore 
at Terribeth.Gordon@utoledo.edu to have your scholarship or financial aid re-adjusted 
until you register for classes.  

· E-mail should include:

1. Rocket ID#

2. Company name, City and State where internship is located

3. Semester and year that you will not be attending class (Ex. Spring2016)
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See back for further guidelines

