BU487/AC487

Business/Accounting Internship
Instructor: Harry Miller

Fall 2010
Hours Arranged 

PROGRAM OBECTIVES

    The primary objectives of the Chaminade University Internship Program are to:


1.  Integrate work experience with their academic training.



2.  Develop skills in interpersonal relationships with prospective employers, clients and co-workers.



3.  Observe, record, analyze and evaluate incidents, procedures, policies and problems in the



     "real world" of business.



4.  Use the skills acquired by academic preparation, work experience and other resources (faculty, fellow​ students, library, computer center, etc.) to formulate recommendations to resolve business problems as appropriate.



5. Use the internship to enhance the students' standing as a job candidate.



6. Be able to demonstrate why this internship was valuable to the student's career goals.


7. Be able to explain post-internship if it made the student a better candidate to achieve his or her 

    personal career goals.

COURSE REQUIREMENTS
1.  Course Descriptions

     BU487/AC487 BUSINESS/ACCOUNTING INTERNSHIP ( 3 )*

One hundred and thirty five hours or more of work experience in a position approved by the division.  Report on work performed, job evaluation, application of classroom experiences, appraisal of organization and pertinent topic required.

            Pre-requisite:  junior or senior standing in business and minimum 2.00 GPA.  Letter Grade (A- F) or Credit/no credit grading.  May be repeated, but work experience must be in a different area.

With the approval of the Accounting Program Director, a student may participate in the            Accounting Internship Program for 1 or 2 semester hour's credit instead of the normal 3 semester hour's credit indicated in the course description preceding.

2.  Internship Mid Term Report 
          a. At the approximate mid-point of the internship the student will submit a report. This report should detail his or her experiences. It should include a brief overview of the work environment, a statement of duties, learning's, and a value summary of the internship thus far.

    b.   Outlines must be typed, double-spaced on 8 1/2" x 11" white paper.
3.
 Students must maintain a journal, completing entries on a regular basis (daily or weekly) that describe 
the tasks they completed, significant learning experiences, reactions to personal interactions, perceptions 
of their environment, etc.  

4.
 Students must give an oral presentation about their practicum experience if the practicum is a regularly 
scheduled class (i.e., not a special hours arranged course).  If applicable, 10% of the course grade will be 
based on this presentation.

5. 
Course Grading: Internship Mid Term Report 
20%




  Final Written Report

50%




  Final Presentation

20%




  Site Supervision Evaluation
10%




  (Midterm 5% and Final 5%)

6.  Final Internship Report

      a. The final internship report is due on ___________
      
      b. The guidelines for the final internship report follow.

GUIDELINES FOR FINAL INTERNSHIP REPORT
1.  Purpose

         The purpose of the Internship Report is to provide practice in business report writing, in observing and organizing factual information concerning your position and department in which you work, in analysis of business problems affecting your position and in creation of recommendations for actions to solve business problems you have observed.  Reports are expected to be analytical in nature.  Your recommendations for improvements in the organization and operation of your department should be emphasized.  The report is a business report in nature.  Sheer volume of pages and amount of filler material will not contribute to your grade.

2.  General Recommendations
         In general, the report is a case study of the department or organization in which you have worked.  It is expected that you will integrate the theoretical knowledge from your business and Chaminade University courses with the practical knowledge gained through work experience.  Along these lines, the report should develop an overall perspective of the operations of the department or organization.

    Consider three questions concerning your report before submitting it:

          1.  Is it complete, including all facts necessary to support my conclusions and recommendations?

          2.  Is it organized, for good communication to the reader?

3.  Is it concise, limited to main points and minimum length necessary to make these clear?

          Have you proofread your report with another person before submitting it?  Eliminate errors in typing, spelling and grammar. Defective reports will not be accepted.

         Your report is to be typewritten (double-spaced) on 8 1/2" x 11" white paper, stapled together at the top left corner. It should be at least 6 pages but no more than 8 pages long.

3.  Suggested Outline
    a. Cover Page ‑ Show the following information:


   (Note:  Report will not be accepted without this information.)


   (1)  Your full name with your surname underlined.


   (2)  Your current address and telephone number.


   (3)  Internship Course and number that the report covers.


   (4)  Position in which you worked.


   (5)  Supervisor's name and telephone number.


   (6)  Date of report (when submitted).

    b. Introduction

   (1)  A brief introduction describing what is covered in your report.


   (2)  Description of the company and position in which you worked:



  (a)  Draw an organizational chart.



  (b)  Describe your department.



  (c)  Discuss your job description, include title, duties, qualifications, training, favorable and unfavorable aspects.


   (3)  Discuss the physical facilities and how they relate to running the organization effectively and profitably. (A diagram to be shown in appendix.)

    c. Body of Report


   (1)  Discuss the value of internship in your observations of job-related problems.  Apply the theoretical knowledge you gained in the classroom to your actual work situation.  Did you gain anything further?  Be specific in describing the situations, procedures, techniques you learned and discuss its relevance to management concepts in marketing, finance, personnel, operations and/or law.

   (2)  Present a problem within your organization according to the following:



  (a)  Problem.  A statement of your problem.  Example: there is a lack of communication between the employees in the office and the floor supervisor.



  (b)  Nature of the problem.  Describe the problem. State your analysis of the causes.



  (c)  Proposal.  A narrative on your proposed solution. State your proposals for actions to solve the problems.  Be clear and specific so that your proposal could be carried out without further reference to you.



  (d)  Sequence of Steps to be taken in Order to solve the problem.  List the steps to be taken in a proper sequence.



  (e)  Estimated Cost of Proposal.  A narrative discussing the cost of your proposed solution(s).



  (f)  Estimated Benefits of Proposal.  A narrative discussing the benefits of your proposed solution(s).



  (g)  Cost vs. Benefits.  Compare estimated cost of your recommendations with the potential benefits.  Prove that the benefits will outweigh the cost.

   d. Summary, Conclusions and Recommendations


  A.  Through your observations and work experience, what were the positive aspects of the internship at the company or department in which you have worked.


  B.  Discuss recommendations of three ways to increase revenues of the business and to cut expenses.  Comment on the volume of business in terms of revenue, turnover, etc.  What external and internal factors influence the volume such as seasonally, location, production of employees.

   e. Appendix

   Include items which may relate to your report such as financial statements, operating procedures, policy statements, etc., which illustrate your topic.

EMPLOYER EVALUATIONS

As indicated in the course description, BU 487 / AC 487, BUSINESS / ACCOUNTING INTERNSHIP, an employer evaluation is a key element of the internship program.  The Student Employee Performance Evaluation Form is attached.  Please provide your employer.  A copy of the form and a stamped envelope for the form.

     Address to:






Internship Program






School of Business






Chaminade University of Honolulu






3140 Waialae Avenue, Kieffer Hall Rm.12





Honolulu, HI 96816‑1578






ATTN: Harry Miller
2.  The employer evaluations must be received on or prior to the deadline dates for the final internship report.
Site Supervisor’s Responsibilities

1.
The site supervisor will be responsible for providing the student with an appropriate learning experience 
– sharing information, instructing, guiding, directing the student to enable him/her to meet the goals, 
objectives, and other requirements specified in the Memorandum of Agreement.

2.
The site supervisor will provide the instructor with an evaluation of each student at mid-semester and at 
the end of the term, using the standard Internship Evaluation Form.

Grades

1.
Grades will be assigned by the instructor.  The evaluations of the site supervisor will be taken into 
consideration; however, the site supervisor will not be asked to recommend a letter grade.

CHAMINADE UNIVERSITY

3140 Waialae Avenue, Kieffer Hall Rm.12
Honolulu, HI 96816
INTERNSHIP PROGRAM INFORMATION FORM

Course Information

Course_____________________________________________Semester/Year_______________

Internship Period Begins (mm/dd/yy)________________________________Ends______________________________

Internship Schedule:  Days and Times_______________________________________________

Student Information

Student’s Name___________________________________Soc. Sec. No.___________________

Address_______________________________________________________________________

Phone__________________________________E-mail_________________________________

Other means of contact (indicate if pager, phone, or fax, and number)______________________​

Instructor Information

Instructor’s Name_________________________________________Phone__________________________

Instructor’s Fax___________________________

E-mail________________________________

Site Information

Internship Site (Organization and Address)___________________________________________

Site Supervisor’s Name___________________________________Phone___________________

Supervisor’s Fax__________________________

E-mail________________________________

MEMORANDUM OF AGREEMENT FOR INTERNSHIP

I, __________________________________________________________, of

_________________________________________, hereby agree to serve as an internship 

                        (name of organization)

supervisor of __________________________________________________for the period

                                                        (name of student)

(mm/dd/yy) ___________________________to _____________________________

I/we agree to the following:

1)
Within the period specified above, provide a minimum of 135 hours or more of supervised training and     experience per student.

2) Orient students to and familiarize them with the following functions/operations:

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________

3) Require students to achieve the following objectives and goals
__________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________


4)
Require students to complete the following tasks and/or projects:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________

5)  
Communicate with the instructor regularly regarding each student’s progress.

6)
Inform the instructor in a timely manner if/when problems or difficulties arise.

7)        Provide the instructor with two formal written evaluations of each student’s 

             performance, one at the mid-point and other at the end of the Internship period.

8)
Other:________________________________________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________

__________________________________                         ___________________________________

Signature of Supervisor                    Date                           Signature of Faculty                          Date

__________________________________           
___________________________________            

(Name of Organization)




 Signature of Student 

        Date

CHAMINADE UNIVERSITY

Internship Supervisor’s Final Evaluation Form

Name of Student_______________________________________________________________

Name of Evaluator____________________________________________________________

Semester/Year____________Evaluation Period:  [    ] Mid-semester    [    ]  End of Semester

^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^

                                                            Excellent        Good        Average        Fair        Poor

^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^

Punctuality and Regularity

   [    ]

[    ]
       [    ]              [    ]         [    ]

Reports and remains on site as

scheduled

Attitude



   [    ]

[    ]
       [    ]              [    ]         [    ]

Positive approach, willingness to

learn, open to ideas

Interpersonal Relations

   [    ]

[    ]
       [    ]              [    ]         [    ]

Cooperative, gets along with a

variety of people

Initiative



   [    ]

[    ]
       [    ]              [    ]         [    ]

Takes steps to learn and do on own,

Displays creative thought

Competency



   [    ]

[    ]
       [    ]              [    ]         [    ]

Learns quickly, able to apply

knowledge gained to task at hand

Quality of Work


   [    ]

[    ]
       [    ]              [    ]         [    ]

Produces high caliber work

Productivity



   [    ]

[    ]
       [    ]              [    ]         [    ]

Uses time efficiently to complete

assigned work

OVERALL PERFORMANCE
   [    ]

[    ]
       [    ]              [    ]         [    ]

COMMENTS:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Please return this evaluation form to Harry Miller Chaminade University, 3140 Waialae Avenue Kieffer Hall Rm.12, Honolulu, HI 96816
