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OVERVIEW 

The BUS 500 Business Internship course is a three (3) credit hour Z-graded (Pass/Fail) course that is open to business students of junior or senior standing or to MBA students.  Business field work eight to ten weeks of full-time employment is usually undertaken to obtain the required 320 hours of internship experience. MBA students may not use this course to satisfy either a core or elective requirement.  Non-business students may qualify for this course as well - please contact Dr. Ammeter for more information.


REQUIREMENTS TO APPLY FOR AN INTERNSHIP

You can receive BUS 500 credit for an internship if:

1. You will be working at the internship at least 320 hours during the semester.
2. You have Junior or Senior standing.[footnoteRef:1] [1:  If you are not yet a Junior, along with your Contract and Request for Enrollment please attach a formal letter detailing how your prior work experiences (duties, responsibilities, and skills) and specific courses have prepared you for this internship.] 

3. You have a GPA of 2.5 or greater.[footnoteRef:2] [2:  If your GPA is below 2.5, along with your Contract and Request for Enrollment please attach a formal letter and include:
a description of your prior work experiences (duties, responsibilities, and skills) and how they have prepared you for this internship,
a description of the courses that you have taken and why your performance in these courses is more relevant to this internship than your overall GPA,
a letter of reference from a professor in your major program that describes how your performance in your major qualifies you for this internship, and
your resume. ] 

4. You will not be taking more than 6 credit hours of coursework over and above the 3 credit hours for BUS 500 during the semester.
5. You apply to register for the BUS 500 course prior to starting your internship and pay the tuition for this course.
To apply for the BUS 500 Internship Course, please complete and send the forms at the end of this document to Dr. Tony Ammeter in 253 Holman or via fax to (662) 915-5821.  These forms are due prior to the first day of the semester of your internship or the first day of your internship, whichever comes first. 


REQUIREMENTS TO COMPLETE THE INTERNSHIP

To successfully complete the BUS 500 Business Internship course, you need to hand in these items no later than one week following the end of your internship semester. Send these in a set of Microsoft Word Documents via email to Dr. Ammeter at tammeter@bus.olemiss.edu:

1. A one-page summary of your internship activities.
2. A 16-20 page paper (Times New Roman 12 point font or equivalent, double-spaced) analyzing your employer and your activities.
3. Your Daily Diary of internship activities.
4. At least one picture of you at your internship, preferably with your internship organization’s logo or something similarly recognizable in the picture.  Pictures should be high-resolution and sent in the format that they were taken (e.g., .jpg, .png) via email.


THE INTERNSHIP EXPERIENCE

While the faculty and staff may help you with student placement, you are the one person who can make the internship a complete success. Ask your job supervisor to provide you with a variety of experiences. Be proactive - ask for special projects, meetings to attend, and any other tasks that will broaden your understanding of your employing firm and the industry. Not only will what you hand in for this course be better, but you will gain valuable experience that will be recognized when you enter the job market.

If you would like help identifying possible internship opportunities, please contact Miss Lila Neely at lneely@bus.olemiss.edu, at the School of Business Administration.  We do not have a strict set of requirements regarding your duties during the internship - we want mainly to be sure that you are doing the things that would be typical of someone in a regular position in that organization (ideally you would do a variety of tasks).


THE DAILY DIARY

Form of the Daily Diary

You should keep a daily written record of your on-the-job activities. Although this diary primarily is to help you in preparing your paper, you must submit it to the instructor. The diary may be hand-written or typed. You may submit it in a Word document, a bound notebook, or on loose-leaf paper, but be sure the dates of entry are kept in progressive order. 

Daily Entries 

Entries in your diary should focus on your major activities. Please do not record every minor detail of your job activities. On days when you're performing routine activities - e.g., answering phones, filing, or typing - you may enter only a sentence or two. Entries should be more detailed for days when you are performing special projects, such as preparing a proposal, analyzing a project, or calling on a client. 


THE PAPER

Form of the Paper. Your paper is based upon your work experience. The paper should be between 16-20 pages in length (Times New Roman 12 point font or equivalent, double-spaced).

Structure and Content of the Paper. As with any paper, you should write a good story. Here are some things to consider including in your paper:

1. Tell me about the employing firm, including its corporate structure, its strategic plan and prospects for the future, and your assessment of the firm's future growth prospects.
2. Describe your internship experience, especially emphasizing important experiences, such as special projects you handled. 
3. What were your responsibilities and how did they vary from what you expected? 
4. What contributions were you able to make to the firm during your internship? 
5. How might the internship be improved in the future? 
6. Would you recommend that future students be placed with this firm as interns? 
7. Discuss your view of career opportunities at the firm, e.g., which positions may fit you the best, and why. Be honest and critical. 






KEEP THIS PART OF THE SYLLABUS FOR YOUR REFERENCE - HAND IN ONLY THE FOLLOWING FORMS








1






BUS 500 Internship Course Contract and Request for Enrollment / Page 3 of 3

BUS 500 BUSINESS INTERNSHIP 
COURSE CONTRACT

Please complete this Course Contract and the Request for Enrollment and submit it to Dr. Tony Ammeter by faxing it to (662) 915-5821, by scanning and emailing it to tammeter@bus.olemiss.edu, or by dropping it off at the Business School Dean’s Office in 253 Holman.  


Student First Name: ___________________________      Last Name: ___________________________      


Student ID Number:  ___________________________      

READ THE FOLLOWING, CONFIRM BY CHECKING EACH BOX, AND SIGN BEFORE CONTINUING

I have read the BUS 500 Internship Syllabus document and understand that I must do the following to receive credit for this course: 
· I have submitted this application prior to the beginning of my internship.
· I will be working a minimum of 320 hours at the internship during the semester (or equivalent 15 week period) and have provided dates and estimated weekly hours to support this.
· I have a minimum GPA of 2.5 and am a student with Junior or Senior standing. If my GPA is below this level or I am not yet a Junior, I have attached a formal letter detailing how my past experiences have prepared me for this internship as described in the syllabus.
· I will not enroll in greater than 9 credit hours during the semester that I am interning (this includes the 3 credit hours for BUS 500).
· I understand that the BUS 500 Business Internship is a 3 credit hour course and I will be responsible to pay tuition for this course in the semester that the internship work is performed.  Any questions regarding payment of this tuition should be directed to the Bursar’s office at (800) 891-4596.
During my internship:
· I will make daily entries in my dairy (preferably at the very end of the day).
· I will check my @go.olemiss.edu email daily.
After completing my internship:
· I will hand in the required log, paper, picture, and summary by the due date as indicated earlier in this syllabus.
· I understand that my job supervisor may be contacted for feedback regarding my performance on the job and this information will be considered in determining my final grade for this course.


____________________________________________     ___ ___ /___ ___ / ___ ___ (MM/DD/YY) 
[bookmark: QuickMark]                                          Student Signature                                                           Date


BUS 500 BUSINESS INTERNSHIP 
REQUEST FOR ENROLLMENT

PLEASE FILL OUT THIS FORM AS COMPLETELY AS YOU CAN (PRINT LEGIBLY)

1. Student First Name: ___________________________      

2. Last Name: _______________________

3. Student ID Number: _______________________   

4. Semester that Internship will be completed (please check one):    

[bookmark: _GoBack]	_____ Spring 2014   _____ Summer 2014   _____ Fall 2014   _____ Spring 2015   _____ Summer 2015


5. Major: ______________________________________________________________________

6. Hours in addition to BUS 500 that you will be registering for in your internship semester (Note: this must not be more than 6 credit hours in addition to BUS 500): 

___________________ hours

7. Hours remaining for graduation at end of the current semester: ___________________ hours

8. Email: __________________________@go.olemiss.edu (we must use your official Ole Miss email address)

9. Your Contact Phone Number: (___ ___ ___) ___ ___ ___ - ___ ___ ___ ___

10. Your Contact Mailing Address:

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

11. Employer (Company Name):

____________________________________________________________________

12. Employer's Address:

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________

13. Name of Your Supervisor:

_____________________________________________________

14. Supervisor's Email Address:
 
___________________________________________________

15. Supervisor's Voice Phone number and FAX # (if available):
 
Voice: (___ ___ ___) ___ ___ ___ - ___ ___ ___ ___           Fax: (___ ___ ___) ___ ___ ___ - ___ ___ ___ ___

16. Your Hourly Compensation (if applicable):

___________________________________________________

FOR OFFICE USE ONLY

Total # days worked: __________
X		
Hours per day worked: __________
=		
Total # hours worked: __________

(must equal 320 hours or more)

17. Starting Date (be specific):	___ ___ /___ ___ / ___ ___ (MM/DD/YY)	


18. Ending Date (be specific):	___ ___ /___ ___ / ___ ___ (MM/DD/YY)	

We calculate total # days based on non-holiday working days 
between your starting and ending date.

19. Hours Per Week you will be working (be specific):

_______ hours per week  (Maximum = 40 hours per week)

20. Describe your job duties in this internship:

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

