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INTERNSHIP SYLLABUS 
 
 

ENTR 344; MGMT 344; MKG 344  Fall Semester 2022 
 

Instructor:  John M. McGrath, Ph.D. 
 

Office:   330 J.C. Long Building 

                     Hours:     MWF 10:00 a.m.-10:50 p.m. 

                              TTH 10:00 a.m.-12:00 noon 
                                                        (other times by appointment) 
 

              Cell phone: (814) 691-3853 
              (please, no calls or texts after 5 pm, and all day Sunday) 

 
               e-mail:   mcgrathjm@cofc.edu 

                               

Class times/locations: variable by internship location 

Prerequisites: 
  

ENTR 344: 2.0+ GPA, junior standing, completed 6 

credit hours of ENTR coursework, or permission by 

Instructor, a declared major in the School of Business,  

 

MGMT 344: 2.0+ GPA, junior standing, completed 6 

credit hours of MGMT coursework, or permission by 

Instructor, a declared major in the School of Business,  
 

MKTG 344: 2.0+ GPA, junior standing, completed 6 

credit hours of MKTG coursework, or permission by 

Instructor, a declared major in the School of Business, 

 
 

Course Description 

An internship is a supplemental source of learning and enhancement to the student’s academic program and 

career objectives through experiential education engaging the student in a unique three-way partnership 

between an approved agency and the school. The learning experience will be guided by a learning contract 

outlining specific work and academic components. A maximum of three hours of credit will be awarded. 
 

Learning Objectives 
The purpose of an academic credit internship is two-fold: 
 

1) You will be performing tasks for internship host and learning about the field in a “real world” setting.  
 

2) In addition to this experience, there also is an academic component that requires intellectual study of the 

field. An internship is a supervised learning experience guided by your Learning Contract that requires 

reflection of the correlation between the theory you have studied in the classroom and practice and application 

of the theory in a professional environment. To this end, there are specific academic requirements associated 

with the internship, and it is your responsibility to fulfill these requirements according to the deadlines 

established by the School of Business and your faculty coordinator. Simply performing well on the job will not 

guarantee you an “A” for the internship.  
 

Organization and Format 
Please note that this is a self-directed course of study designed to help prepare you for the professional world. 

Since your internship experience will take place outside the walls of the College, you will be expected to abide 

by the professional standards and responsibilities of the business world. For example, you will not be reminded 

of assignment deadlines. It is your responsibility to abide by the dates set forth in this Syllabus and on OAKS. It 

is your responsibility to follow up with your host organization supervisor to ensure your evaluations are 

submitted by deadline. It is your responsibility to plan ahead for the executive interview to ensure you meet the 

deadline. Executives are busy, so do not wait until the last minute, or he/she may not have time to see you. It is 

recommended that an appointment with them be set. Your grade is based on the academic work you are 

submitting in addition your work experience, so do not discount the importance of submitting your work in on 

time and presenting your work in a professional manner.  

 

 

mailto:mcgrathjm@cofc.edu
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COURSE GRADING POLICY 
 

A minimum of 120 hours of on-site or virtual work is required. Your final grade will be affected for early 

termination of your internship. Time spent on journal entries, etc. does not count towards the 120 hours. 

Ideally, you will spend a minimum of 12 weeks on-site (8 weeks during the summer) and work at least 10-12 

hours per week with your host organization supervisor. You may not work three 50-hour weeks. The purpose 

of spreading the internship over a semester is to give you an idea of the workflow in the field. End-of-year 

tasks, for example, are often quite different from the work you will be doing at the beginning of the semester. 

Also, please note that work conducted prior to the official beginning of your internship, as specified on your 

Learning Contract, will not count toward the 120 hour minimum requirement. 
 

Satisfactory completion of each of the assignments noted below is the basis for earning grade and college 

credit for the internship. You will receive points for each of the assignments/work products. Each is to be 

submitted OAKS portal by 12 midnight on the due date. 
 

1. Internship Kickoff meeting with John McGrath (during 1st two weeks of the internship—by September 2). Please 

bring a printed copy of this syllabus, along with a printed copy of your resume to the meeting. We will review 

requirements, communication protocols, and professional expectations. Failure to meet during this 2-week window will 

result in the loss of all points for this assignment. 

2. Weekly Journals: Students are required to keep a weekly journal identifying course concepts as applied in the 

workplace. The journal must be typed and submitted via OAKS by midnight on Mondays, beginning August 29. See the 

attached detailed checklist and follow it carefully. Each late entry will receive a 1-point deduction.  

Important note: Please submit your journals comprehensively with the most recent week’s entry as the first (top) entry 

in the document, followed by the previous weeks’ submissions. By the end of the semester, you should have one 

comprehensive journal entry document with all your entries included.  
  

3. Industry Situation Analysis: Students will submit a 3-page industry situation analysis which includes information 

on the size and profitability of the industry, and other key aspects of how your host organization operates in relation to 

the industry(see attached detailed checklist and follow it very carefully). The analysis must be submitted to the course 

instructor via OAKS no later than midnight on Friday, September 30. Late submission will receive a 1-point deduction 
  

4. Executive Interview Summary: Students will interview a senior-level manager about the individual’s career path 

and professional development. Students will summarize the interview in a 1-page document submitted to the course 

instructor via OAKS no later than midnight on Friday, October 14. Late submission will receive a 1-point deduction 
  

5. Mid-Term Analysis: During the final week of June, please meet with your internship host supervisor for 

approximately 20-30 minutes to interview them about the internship and your performance. You should specifically ask 

them about how well you are meeting their expectations so far in the internship, and report this in detail in your 

analysis. You should also discuss specific ways that your supervisor could improve your experience for the remaining 

weeks of the internship, and report these in detail in your analysis. Please keep in mind this is different from the 

Executive Interview Summary that may or may not be with your direct supervisor. This assignment is designed to focus 

on your performance in the internship while the focus of the Executive Interview Summary is the senior-level 

manager’s career path. Please submit a 1-page report summarizing the meeting via OAKS no later than midnight on 

Friday, October 28. Late submission will receive a 1-point deduction 
  

6. Final Reflection Report: Based on your weekly work journal entries and your original learning contract, reflect on 

your internship experiences including how they relate to specific skills you have learned during your College of Charleston 

academic journey. Then, based on these experiences, make specific recommendations on how to improve the operations 

of your host organization. Your reflection and recommendations must be grounded, meaning properly documented use of 

at least 3 legitimate sources such as the Wall Street Journal (see attached detailed checklist and follow it very carefully). 

The report must have a maximum of 5-pages or presentation slides, not including title page/slide and appendices, and 

must be submitted via OAKS by midnight on Friday. November 25. Late submission will receive a 1-point deduction 
  

7. Video Record of Your Experience: You will record a series of brief videos describing key aspects of your 

experience (see attached outline) to help inform future interns and that may also be used to promote the program on the 

School of Business website and social media. They must be submitted via OAKS by midnight Friday. December 2. 
 

8. Job Performance Evaluations: Job performance feedback is important to help you grow and develop practical 

career-related experience. The Student Success Center internship coordinator will contact your internship host to 

complete two evaluations of your performance. The first will be completed online at mid-term, and the second will also 

be completed online closer to the end of the semester via SkillSurvey as part of your course grade.  
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Graded Assignments 
The assignments described above will be graded according to the following parameters: 

1)  Kickoff Meeting with John McGrath     5%       Must be in first 2 weeks of semester—Sept. 2   

2)  Weekly Journals                                 20%        Due every Monday from August 29 at midnight 

3)  Industry Analysis                                20%        Due Friday, September 30 at midnight 

4)  Executive Interview Summary      10%        Due Friday, October 14 at midnight 

5)  Mid-Term Analysis                                10%        Due Friday, October 28 at midnight 

6)  Final Reflection Report             20%        Due Friday, November 25 at midnight   

7)  Video Record of Your Experience    5%   Due Friday December 2 at midnight  

7)  Job Performance Evaluations    10%        Due from host at mid-term, and end of semester 

                                      (coordinated by Student Success Center)  

           Total   100% 

Grade Scale 

To determine your final letter grade for the course, simply add up the points you earn from the above projects           

and compare them with the grade scale below: 

A           92-100 B+ 88-89 C+ 78-79 D+   68-69 F      0-59 

A-          90-91 B 82-87 C 72-77 D   62-67  

 B- 80-81 C- 70-71 D-           60-61 
 

Extra Credit 
Extra credit opportunities are not built into the grading of internships. Your primary focus should be on earning the best      

possible grade on each project. As in the real world, students will be rewarded for “doing it right the first time.” 
 

 

Writing Assistance             
If you require any assistance on written assignments required in the internship, please contact the College Skills Writing 

Lab and Speaking/Presentation Lab located in the in the Center for Student Learning (Addlestone Library, first floor). 

Trained writing consultants can help with writing for all courses; they offer one-to-one consultations that address 

everything from brainstorming and developing ideas to crafting strong sentences and documenting sources. For more 

information, please call 843.953.5635 or visit http://csl.cofc.edu/labs/writing-lab/. 
 

STUDENT EXPECTATIONS 
You should expect that you will learn the following things before you end your internship: 

     - How to interact with business professionals in an industry setting 

     - Appropriate ways to interact, dress and perform your duties in a professional setting 

     - Professional ways of communicating verbally and in writing 

     - How the setting and management of your organization compares with expectations from your academic career 

     - Whether you are interested in pursuing a career in the professional field of your internship—or not 
 
 

INSTRUCTOR’S  EXPECTATIONS 
Communications with Instructor 
All communications with the instructor will take place in person during office hours, or via email.  All emails must 

follow professional standards, including a subject line and the use of complete sentences. I will strive to return your 

email within 24-48 hours, as in the real world, and I will expect you to do the same. 

Assignments 
Late submission of any assignments will result in a late penalty that will adversely affect your grade for the internship.  
 

Honesty Policy 
Honor Code: The College Honor Code will guide the behavior of each student. Lying, cheating, attempted cheating, and 

plagiarism are violations of our Honor Code that, when identified, are investigated. Each incident will be examined to 

determine the degree of deception involved. Students can find the complete Honor Code and all related processes in the 

Student Handbook at http://www.cofc.edu/generaldocuments/handbook.pdf. Special Note: Misrepresenting the work 

you are doing with your Host organization supervisor in journal entries, final papers, etc. equates to academic 

dishonesty. Such cases will be brought before the Honor Board. 
 

Site Visit 
During your internship, the School may make arrangements with your host organization supervisor for a site visit to 

observe your internship environment. 

http://www.cofc.edu/generaldocuments/handbook.pdf
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Issues 
It rarely happens, but sometimes there are “issues” associated with internships. This could range from host organization 

supervisors using the intern as a “go-fer” versus providing a good learning experience to personality conflicts or sexual 

harassment. If at any time you have an issue with the internship, contact your faculty supervisor as soon as possible. 
 

OAKS  
OAKS, including Gradebook, will be used for this internship throughout the semester to provide the syllabus and               

materials and grades for each assignment, which will be regularly posted. Students are responsible for checking the 

accuracy of their grades on OAKS and must bring any discrepancy to the attention of the faculty supervisor prior to the 

last day of the academic semester. Once grades are submitted, changes will not be made to OAKS records, and therefore 

no change will be made to your grade.  
 

Students with Disabilities 

Students approved for SNAP Services should meet with me after class or during my office hours during the first 

two weeks of classes or as soon as they are approved for services to discuss accommodations and present a copy of 

their SNAP-issued Professor Notification Letter (PNL). The College and I will make reasonable accommodations 

for persons with documented disabilities. Students should apply at the Center for Disability Services / SNAP, 

located on the first floor of the Lightsey Center, Suite 104.  
 

Inclement Weather /Emergency Preparation 

If the College closes and members of the community are evacuated due to inclement weather, students are 

responsible for taking materials with them in order to continue with course assignments consistent with instructions 

provided by faculty. In cases of extended periods of institution-wide closure where students have relocated, 

instructors may articulate a plan that allows for supplemental academic engagement despite these circumstances. 

 

SCHOOL OF BUSINESS EXPECTATIONS 
 

Through the successful completion of this internship, the student will address the following School of  

Business Learning Goals: 
 

1) Communication Skills: Students demonstrate the ability, both written and spoken, to effectively present, 

critique, and defend ideas in a cogent, persuasive manner. 
 

2) Quantitative Fluency: Students demonstrate competency in logical reasoning and data analysis skills. 
 

3) Global and Civic Responsibility: Students able to identify and define social, ethical, environmental, and 

economic challenges at local, national, and international levels. Students also be able to integrate knowledge 

and skills in addressing these issues. 
 

4) Intellectual Innovation and Creativity: Students demonstrate their resourcefulness and originality in addressing 

extemporaneous problems. 
 

5) Synthesis: Students demonstrate the ability to integrate knowledge from multiple disciplines incorporating 

learning from both classroom and off-campus settings in the completion of complex and comprehensive tasks. 
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INTERNSHIP SCHEDULE 

Monday Tuesday Wednesday Thursday Friday 

August     

22 ► Kickoff meeting with  

           John McGrath first  

           2 weeks of semester 
 

 24   26    

29 ►First weekly journal post        

           due at midnight 
 

 31  2 

  

September     

5    ►Weekly journal post        

           due at midnight 

 7  

 

 9        

 

12  ►First weekly journal post        

           due at midnight 
 

 14   

 

 16  

 

19   ►Weekly journal post        

           due at midnight 
 

 21    23    

26    ►Weekly journal post        

           due at midnight 

 28  30 ► Industry Analysis report  

               due at midnight 

October     

3  ►Weekly journal post        

           due at midnight 

 5  7 

10   ►Weekly journal post        

           due at midnight 

 12    

 

 14 ► Executive Interview Summary  

               due at midnight 

17   ►Weekly journal post        

           due at midnight 
 

       ► Mid-Term Meeting with    

            internship host this week 
 

 19  21 

24    ►Weekly journal post        

            due at midnight 

 26  28  ►  Mid-Term Analysis report  

              due at midnight 
 

31  ►Weekly journal post        

            due at midnight 

 2  

 

 4         
     

 

November     

7  ►Weekly journal post        

            due at midnight 

 9   11   

 

14  ►Weekly journal post        

            due at midnight 

 16    18   

 

21   ►Weekly journal post        

             due at midnight 

 23 

. 
 25  ► Final Reflection report         

               due at midnight        

 

28  ►Last Weekly journal post        

             due at midnight  

 30  2  ►Video Record upload        

             due at midnight 
 

December     

5            Last day of class            
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Follow this format very closely and include all of this content for each post 
 

Add your current week’s information at the top of one semester-long document that you will build 
upon and post each week.                
     - For example, the last journal entry you post at the end of your internship will at the top of all 
       the previous 10-15 weeks’ posts and at cover at least 120 total hours of experiences. 
 

 

• Number of hours worked this week in bold and boxed near top of report—like this:  

 

• Date of this week, also in bold and boxed near top of report—like this: 

 
• Hours worked to date, also in bold and boxed—like this:  

 

• Host organization supervisor/internship host organization: 

 

• Name of host organization supervisor/internship host supervisor name: 

 

• Detailed discussions covering all 6 of the following issues; please address each of the issues 
in separate sections: 
 
 

o 1) Tasks performed for the week with results 

o 2) Workplace observations – thoughts on how things could/should run or how situations  
    could have been handled differently 
 

o 3) Workplace activity (what is going on in the office) 

o 4) Reactions to events taking place in the office 

o 5) Which specific classroom concepts are applied in the work environment 

o 6) What you learned from the experience this week (must be different from other weeks) 

Once again, please add your current week’s information above to one semester-long document that 
you will build upon and post each week  

o For example, the last document you post at the end of your internship will include all 
12-15 weeks’ posts and at least 150 total hours of experienced 

  

 

 

. 5 points will be deducted for each instance of poor grammar, punctuation, spelling, lack of a source citation 
for specific information, and for lack of a detailed explanation for an answer to an assignment question. 

 
1 point will be deducted for each week that each weekly journal entry is submitted late. 

Internship                                                                     Weekly Journal Template 

8.5 

hours 

w/o August 29 

8.5 hours/120 total hours 

January 24 
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Follow this format very closely and include all of this content in your post: 
 

 

          Industry Situation Analysis for Your Organization 
 

Background  (2 points) 
 

           a) Estimate the 5-year trends for your organization and its industry      
                     Your organization   Industry (NAICS #)
  - U.S. Sales Revenue  
  - U.S. Operating Profits (IVA)  
  

 b) provide a detailed explanation of how you developed your estimate and which sources you employed for  
                 each type of statistic (i.e., NAICS code, estimate formula, etc.; tip: consult IBISWorld) 
 c) calculate the profit margin for your organization and the industry and discuss the differences between the two 
 d) how do each of the 5 major environmental factors specifically impact the organization? (discuss all 5 in detail) 
 

Product   (2 points) 
 

 a) what is the type of product being studied?      
b) based on the data above, in which stage of the life cycle is this product? (tip: consult IBISWorld)       

 c) what is the estimated market share for you organization and 3 key competitors (sources?) 
 d) what type of product strategy is your organization pursuing? 
 

Distribution   (2 points) 
 

 a) what is the distribution channel structure? (identify all members and their roles in the channel) 
 b) who is the “channel captain”? 
 c) what type of power does the “channel captain” exert? 
 d) what is the distribution strategy? 
 

Pricing (2 points) 
 

 a) what is the current price of your organization’s key product(s) vs. at least two competitors? (provide specific         
                 sources for each) 
 b) what type of marketplace environment exists? 
 c) what is the pricing objective? 
 d) what is the pricing strategy? 
 

Promotion   (2 points) 
 

           a) what is the current positioning of this organization? 
                  - provide a positioning statement with rationale (explain each of the 3 components in detail) 
                  - provide a positioning map, along with rationale, which plots this organization vs. at least     
                    two other competitors (all organization plot positions must be substantiated by data with complete sources) 
 b) what type of promotion objective is being followed?  
 c) which promotion strategy is being employed? 
 d) which promotion mix tools are being employed? (discuss all 6 with specific examples of how each is used)            
  
   For tips on answering each question above, consult the study key on the next page, an example on OAKS 

 

                            1 point will be deducted for submission after the deadline. 
 

 . 5 points will be deducted for each instance of poor grammar, punctuation, spelling, lack of a source citation   
      for specific information, and for lack of a detailed explanation for an answer to an assignment question. 
 

Sources should be in text immediately adjacent to the information being cited using a simple citation style like: 
Wall Street Journal, January 3, 2022; using this style, there is no need for a works cited/bibliography page. 
 

        This analysis must be in the form of a 3-page brief; points will be deducted for any work over this limit 
 

 

Internship                                                                   Industry Report Template 
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◼  

 

                  

                                  Industry Situation Analysis Study Key    

 

 

Background   
           a) your estimates of the 5-year trends for this industry and organization?   
       Your organization     Industry (NAICS #) 
  - U.S. Sales Revenues  (Annual Report; 10-K, sec.gov)           (IBIS World) 

  - U.S. Operating Profits/IVA (Annual Report; 10-K, sec.gov)           (IBIS World) 

 c) provide a detailed explanation of how you developed your estimate and which sources you  
               employed for each type of statistic  
               (sources for industry and organization data? Are they U.S. only? How did you break out organization from  
                   parent organization data?) 

b) calculate the profit margin for your organization and the industry and discuss differences 
  (industry = IVA/Revenue (IBIS World); organization = gross or operating profit/sales; which is higher?) 

 d) how do each of the five major environmental factors specifically impact your organization? 
  (economic, socio-demographic-cultural, technological, political-legal, competitive) 

 

Product    

 a) what is the type of product being studied? (B2C: convenience, shopping, specialty; B2B: 9 types) 

b) based on the data, in which life cycle stage is this product?    (intro, growth, maturity, decline) 
 c) what is the estimated market share for your organization and 3 key competitors (sources?) 

  (Market Share Reporter or calculate: organization sales/industry sales) 
 d) what type of product strategy is your organization pursuing?  
                     (market penetration, market development, product development, diversification) 

 
 

Distribution    
 a) what is the distribution channel structure? (identify all members and their roles) 

  (possible players: producer, agent, merchant wholesaler, retailer, consumer) 

 b) who is the “channel captain”? (can be any one or more of the above choices) 

 c) type of power the “channel captain” exerts? (legitimate, expert, reward, coercive, referent) 

 d) what is the distribution strategy?  (intensive, selective, exclusive) 

 

Pricing    
 a) what is the current price of your organization’s key products vs. at least two competitors?  
 b) type of marketplace environment? (pure competition, differentiated competition, oligopoly, monopoly) 

 c) what is the pricing objective? (profit-oriented, competitor-oriented, sales-oriented) 

 d) what is the pricing strategy?  (skimming, competitive, penetration) 

 

Promotion   

           a) what is the current positioning of this organization? 
                - provide a positioning statement with rationale. (target, frame of reference, point of difference) 

                - provide a positioning map, along with rationale, which plots this organization vs. at least 
        two other competitors (all organization plot positions must be substantiated by data). 

 b) what type of promotion objective is being followed? (awareness, interest, desire, action) 
 c) what promotion strategy is being employed?  (push, pull) 

 d) which promotion mix tools are being employed?  (and provide specific examples of each) 
                     (internet, sales promotion, direct marketing, advertising, public relations, personal selling) 
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Based on your weekly work journal entries and your original learning contract, reflect on your internship 
experiences including how they relate to specific skills you have learned during your College of Charleston 
academic journey. Then, based on these experiences, make specific recommendations on how to improve 
the operations of your host organization. Your reflection and recommendations must be grounded, meaning 
properly documented use of at least 3 legitimate sources such as the Wall Street Journal.  
 

Follow this format very closely and include all of this content in your post: 
 

 1) Background 

           Provide a brief overview of your report including the following basic information: 
- The history of your organization and how it has evolved until the present day 
- The part of the organization that you primarily were involved with 
- The specific projects that you worked on 
- Your internship host’s name and title 
- Detailed commentary on your interactions with your internship host 

 

 2) Your Experience 

           Provide detailed information about the key tasks you performed during your internship 
      - Identify and discuss the 5 most important tasks you completed (please limit to the top 5) 

1)  

2) 

3) 

4) 

5) 

 

 3) Skills You Applied from Your College of Charleston Academics 
Provide a detailed discussion of the 5 most important skills (please limit to 5 at the most) you applied 
in your internship and the College of Charleston course and instructor where you learned the skills 

Skill            5 Different CofC Courses/Instructors where I learned this skill 

1) 

2) 

3) 

4) 

5) 

 

 4) Single Most Important Takeaway  
Provide a detailed discussion of the single most important experience or skill that you take away from 
your internship (you must narrow down this discussion to one major piece of learning) 

 

 5) Specific Recommendations Based on Your Experiences and Academic Learning 

Provide a detailed discussion of at least 3 specific recommendations to improve your host 
organization’s operations. Make sure each of your recommendations is measurable, realistic, and has 
a specific time frame for implementation.  

 
. 5 points will be deducted for each instance of poor grammar, punctuation, spelling, lack of a source citation 

for specific information, and for lack of a detailed explanation for an answer to an assignment question. 
 

               1 point will be deducted for submission after the deadline. 
 

Sources should be in text immediately adjacent to the information being cited using a simple citation style like: 
Wall Street. Journal, January 3, 2022; using this style, there is no need for a works cited/bibliography page. 

 

This report must have a maximum of 5 pages or presentation slides, not including title page/slide and 
appendices. Points will be deducted for any work over this limit. 

 

Internship                                                         Final Reflection Report Template 
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This assignment builds on your Final Reflection Report and consists of recording brief Instagram-like videos 
of yourself describing your internship experiences in your own words. Your videos will help inform and give 
advice to future interns and may also be used to promote the program on the School of Business website 
and social media channels. In short, it’s a way of paying your experience forward to future students 
considering an internship. You may record with your phone, camera, or any electronic device with a camera. 
 

Follow this format very closely and upload this content to the assignment portal on OAKS: 

 
1) Record a 5-10 second video of you doing something fun at your internship clearly showing either the    
    organization logo or something visually interesting in the background (for example, at the organization’s  
    office, in their factory, or in front of a container ship) 

- “Hi, I’m_________________and I am a ________(year) who is majoring in _______________    
   and my internship is at ____________________” 

 
2) Record a 10-15 second video of explaining the reason you are doing an internship 
        - “I decided to do this internship because__________________________________” 

 
3) Record a 10-15 second video of you telling our favorite thing about your internship: 
       - “One of my favorite things about my internship is_______________________” 

 
4) Record a 10-15 second video of you giving advice to future interns about how to apply for an internship  
    and how it works on a day-to-day basis during the semester 
        - “My best advice about applying and doing an internship is__________________” 

 
5) Record a 10-15 second video of you being a “myth buster” and telling future interns something surprising   
    that you have learned so far that you didn’t expect in your internship 
       - “I was surprised to find that ___________________________________________” 

 

 
6) Record a 10-15 second video of you explaining how you found your internship (preferably by searching   
    on Handshake): 
       - “I found my internship by_______________________” 

                             
 

In addition to these brief videos, please take these following two actions: 
 
1) Digitally sign the release form to allow the University to possibly use your videos and please upload a  
    screenshot of your signed form to OAKS by the assignment deadline. Please click on the link below to sign  
    the form: 
 

https://na3.docusign.net/Signing/?insession=1&ti=a04e19914b884a28a986f2d519a42eaa 
 
 

2) If you record any part of your video at your internship host’s physical location, simply ask your Internship  
    Host Organization Supervisor to write a brief email giving their approval. Then upload a screenshot of their  
    email to OAKS by the assignment deadline. The email can be as simple as: 
 

 “I’m Pat’s supervisor here at Smith Software, and I approve her filming a video at our office.” 
 
 
 
 
 

1 point will be deducted for submission after the deadline. 
 

Internship                                           Video Record of Your Experience Template 


