MEMORANDUM

COMMUNICATION STUDIES DEPARTMENT

TO: ALL INTERNS

FROM: ELIZABETH BURCH, CO-ORDINATOR, COMS DEPT. INTERNSHIP PROGRAM

RE: YOUR INTERNSHIP


You are responsible for:

1.) Finding and securing your own internship.

2.) Filling out Part A of the internship agreement form with you supervisor.

3.) Securing the required signatures on the form.

4.) Filling out the top part of that form yourself - accurately.

5.) Attending class the first day. Getting the syllabus, saving it.

6.) Going to Salazar and registering on time and in person for Coms 499.

7.) Doing all the assignments on time and getting them to your faculty sponsor on time.

8.) Fulfilling your part of the internship agreement.

9.) Making sure that your supervisor evaluates you at the end of the semester and sends the form to the department.

In return:

1.) You receive academic units.

2.) You receive a grade.

3.) You pass the last required class in the department.

Answers to Frequently Asked Questions:

1.) You cannot register on line.

2.) You must do 4-units of internship (180 hours).

3.) You can do more than one internship. Assignment changes 2nd time.
4.) You can do 1, 2, 3, or 4 units of internship at a time.

5.) Merely registering and paying does not assure you the units and a grade. You must complete the hours, do the assignments, have your supervisor evaluate you. 

6.) 1 unit = 45 hrs; 2 units = 90 hours; 3 units = 135 hours; 4 units = 180.
Fill out the bottom of this form and return it to the internship coordinator.

**I have read this sheet and understanding the requirements I must meet to receive a grade and units for Coms 499.

___________ name (print)____________(signature)___________ date.

