INTERNSHIP PROCESSING FORM – COBM 382 / 482 INTERNSHIP IN BUSINESS

Section 1:  Student completes.
Section 2:  Program advisement confirms eligibility.  
Section 3:  Student meets with Career Counseling (Professor Langenberg) to review goals.
Section 4:  Student finds internship and obtains signed site agreement and completes employer application.
  Student returns complete package to Professor Langenberg.
Section 5:  Professor Langenberg reviews/approves to take COBM 382 / 482, turns into PA.  PA notifies registrar.  Student enrolls.
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	SECTION 1:  STUDENT INFO

	
	SECTION 4:  INTERNSHIP SITE EMPLOYER APPLICATION

	Name

	
	Company Name

	NEIU ID

	
	Site Address
(Street)

	Mobile

	
	City, State, Zip

	Other

	
	Student
Name

	NEIU Email

	
	Internship Start/
Stop dates

	Alt. Email

	
	Time commitment
Hours X Weeks

	Major

	
	Internship Position
Title

	Total. Cr. Hrs. in semester
	
	Compensation
Unpaid, Hourly, Stipend

	Exp. Graduation date
	
	Supervisor name / 
Title

	Student 
Signature
	
	Phone

	Date
Signed
	
	Email


	SECTION 2:  PROGRAM ADVISEMENT
	
	Please describe intern’s responsibilities, tasks and learning opportunities.  (Activities, projects, meetings, training, etc.).

	Completed
Credit Hours
	
	

	GPA:  
Cumulative
	
	GPA:
Major
	
	
	

	MNGT 368

	
	FINA 360
	
	
	

	MNGT 370

	
	Gen
Education
	
	
	

	MKTG 350

	
	Foundation
Courses
	
	
	SITE AGREEMENT
To be completed by site supervisor.

	ABF    350

	
	Major
Declared
	
	
	
___ Internship Site/Supervisor (“Supervisor”) agrees to above described job responsibilities and will provide training and consultation to achieve the objectives.  Supervisor will provide orientation on organizational policies and procedures meet with the student intern (“intern”) regularly and provide a written evaluation on the intern using University provided forms.  Supervisor agrees to promptly and thoroughly investigate any complaint by the intern of unlawful discrimination or harassment involving employees or agents of the Supervisor, to take prompt remedial action when either is found to have occurred, and to promptly notify the University of the existence and outcome of any complaint of harassment by, against, and/or involving the intern.  Supervisor shall be fully liable for any unlawful discrimination or harassment found to have occurred by its employees or agents.  In accordance with the Family Educational Rights and Privacy Act (“FERPA”) the Supervisor understand information submitted by the university is confidential and shall be used only for the purposes necessary for this internship.  Supervisor understands this information will only be made available to individuals with a need to know with respect to the internship and will not discuss or disclose this data with any third party outside the purposes stated I this agreement unless required to do so by law.  Supervisor understands that failure to comply with FERPA regulations will constitute harm to the University and the intern and will result in cancellation of this agreement.  In accordance with the FERPA act the Supervisor understands that information submitted by the University is confidential, shall be used only for the purposes necessary for this internship, and shall not be re-disclosed to any third party without the consent of the Intern.

	Advisor Signature

	
	

	Advisor 
Printed Name
	
	

	Date
Signed
	
	

	SECTION 3:  Career Counseling
	
	

	Professor  
Signature
	
	

	Professor 
Printed Name
	
	

	Date
Signed
	
	

	Comments
	
	

	
	
	Has this student worked for you prior to the start date?      Yes   ______       No  ______

	
	
	Site Supervisor
Signature

	
	
	Date Signed



Student Authorized by Professor ____________________ to take (circle one) COBM 382 / 482 during FA, SP, SU (circle one) __________ .
Professor Signature / Date:           ____________________
Authorized to register by Career Advising (name here)  --------------------  ____________________ on (date) ____________.
Student informed?   _________
