Accounting Intern Questionnaire


NAME:                                                                         _      _                       Date:  __________________             	  	(LAST)                               (FIRST)                               (MI) 

STUDENT ID #:                              __                        COLLEGE: _________________________________

CLASS:                  _                MAJOR:                                                            GPA: _________________

SEMESTER:   FALL    INTERSESSION     SPRING     SUMMER I      SUMMER II              _        (Year)

CRN: ______________SUBJECT: __________________COURSE NUMBER: ______________________

TITLE OF PROJECT:  __________________________________________________________________
			(LIMIT TO 30 CHARACTERS)

PROJECT START DATE: _____________________ PROJECT END DATE: __________________________

ACCOUNTING INTERNSHIP INFORMATION AND CONDITIONS: 

The student must include specific learning objectives in the internship journal paper.
The student must provide a copy of the employer internship offer letter that includes a description of the student intern’s responsibilities (i.e., an internship job description).
The student will earn three (3) credits for completing an eligible accounting internship.
An eligible accounting internship must include at least 160 work hours.
The student must meet with the faculty advisor before and after the internship.
The student must provide the name and title of the on-site supervisor below.
The student’s internship performance will be assessed by the on-site supervisor on the internship evaluation form.
The student’s course grade will be determined by the faculty advisor primarily by the internship journal paper completed by the student and the internship evaluation form completed by the on-site supervisor.


NUMBER OF CREDITS:
GRADE MODE:  NORMAL LETTER    CREDIT/NO CREDIT    S/U 
SCHEDULE TYPE (FACULTY COMPLETES):  I (NOT PART OF TEACHING LOAD)    J (PART OF TEACHING LOAD) 
CREDIT APPLIED TO:  MAJOR    COGNATE    GENERAL EDUCATION    FREE 

NAME/LOCATION OF EMPLOYING AGENCY:	 ______________________________________________
 
ON-SITE SUPERVISOR: 	________________________________________________________(PRINT NAME)

		          	_________________________________    	_____________________________
			(SIGNATURE)					 (TITLE)

FACULTY MEMBER: 	 ________________________________      	_____________________________
	(SIGNATURE)					 DATE

STUDENT: 	________________________________    	_____________________________
			(SIGNATURE)					DATE


APPROVALS:

PROGRAM DIRECTOR: 	_______________________________     	__________________________
			(SIGNATURE)	                       	 		DATE

DEPARTMENT CHAIR: 	_______________________________     	__________________________
		       	(SIGNATURE)	                       	 		DATE
 
ADVISING DIRECTOR: 	_______________________________     	__________________________
		            (SIGNATURE)		                            	 	DATE

INTERNSHIP DIRECTOR: 	______________________________      	__________________________
			(SIGNATURE)					DATE 
FORM UPDATED: MAY 2019
1. Meet with the KSOM Internship Director to discuss the benefits, costs, and appropriateness of your prospective internship.  

2. Meet with one of the advisors in the KSOM Advising Center to ensure that you make proper arrangements to ensure that you can still meet your anticipated graduation date if you enroll in an internship.  To do so frequently requires significant modifications to your current and future semesters of study.  The Advisors can help you ensure that you don’t inadvertently endanger your graduation goals by overlooking potential course scheduling problems.  Unless, other unusual arrangements are made, the internship will count as one of your 3 credit Accounting electives and will be graded using normal letter grades (i.e., pass/fail options are not normally allowed).

3. Once you are confident of the benefit of the internship and have made suitable arrangements for the possible modification of your course schedule(s), get an Internship Application form from the Accounting Department’s administrative assistant, Mrs. Laura Talerico (located on the 3rd floor of Brennan Hall).

4. [bookmark: _GoBack]Clearly print all of the required information (your name, the date of application, your major, your current grade point average, your University email address, the semester for which you want to enroll in the internship, the starting and ending dates, the company’s name and address, the name and title of your on-site supervisor, and your signature). 

5. Obtain a job description of the internship experience. This job description should be written by your prospective on-site supervisor and should be on the company’s letterhead. 

6. Return the properly completed application with the associated job description to Mrs. Laura Talerico.

7.  At this point you have only applied for consideration.  Please note that the prospective internship student must have overall and major grade point averages that meet or exceed 2.67 to be eligible for the program.  Additionally, applications for internship credit must meet the other normal registration rules (i.e., registration before the end of add deadlines, etc.).  Also, the internship must consist of experiences deemed worthy of university credit.  This decision, while based on the information that you provide, is made by and requires the concurrence of the Faculty Supervisor, the Department Program Director, the Department Chairperson, the KSOM Dean, and the KSOM Internship Director. The importance of the job description should not be underestimated as it may serve as an important determinant of whether an application is approved.  Also, internship credit can never be granted retroactively.  This means that an internship will not be granted for any accounting-related experience/relationship/job that existed prior to the student’s application.  Every so often, we have a student who tries to claim that their previously or currently existing accounting job should be allowed to count as an internship.  It cannot and will not be allowed as it violates both the rules and intent of the program. Finally, the internship must consist of at least 160 hours of accounting related experience. 

8. Upon receipt of your appropriately completed internship application and associated job description, Mrs. Talerico will log the date of your application and will forward it the appropriate parties for their consideration and possible approval. These appropriate parties include the Faculty Supervisor (Professor James Boyle), the Accounting Department Program Director, the Accounting Department Chairperson, the Dean of KSOM, and the KSOM Internship Director. 
THE UNIVERSITY OF SCRANTON ACCOUNTING DEPARTMENT UNDERGRADUATE INTERNSHIP APPLICATION
Accounting Internship Instructions

Actual conferral of credits depends upon satisfactory completion of the conditions of the internship.  Once the application is approved and received by the Registrar, the Registrar will create a section, assign the CRN and register the student.

9. If approved, the internship program requires that the experience be properly recorded and supported by: 
I. maintaining an internship journal, 
II. by writing a paper about one of the topics encountered during the internship, 
III. by filling out our departmental questionnaire, and 
IV. by having your on-site supervisor fill out and return one of OUR evaluation forms.  It is important to note that the topics chosen for the paper require the approval of the Internship Faculty Supervisor, and that upon completion of your internship, your on-site supervisor needs to fill out and send us an evaluation of you (using our evaluation form that will be given to you in the initial application package – see step 2).

10. During the internship, maintain contact with your Faculty Supervisor.  The easiest way to maintain this contact (especially when you are involved with an out of town internship) is via weekly emails.  If possible, please use your University-provided account as it becomes difficult to keep track of email addresses for other domains (i.e., hotmail, bigfoot, msn, aol, etc.).  The first email should be sent to your Faculty Supervisor as soon as possible.  It can consist of nothing more than a simple message indicating that you have started your internship and are alive and well. 

11. Send the first half of your journal to your Faculty Supervisor at somewhere near the halfway point of the internship (sending it as an email attachment is fine as long as it safely arrives as a file that can be accessed with Microsoft Word).

12. During your internship, think about potential paper topics and discuss these topics with your Faculty Supervisor.  Remember that the potential topic requires approval from your Faculty Supervisor.  The paper must be a well-written scholarly treatment of any approved internship-related topic.  There is no specified length for the paper.  However, these papers frequently tend to average around ten pages in length.  But please note that a well written, well researched, well-reasoned short paper is much better than a disorganized and sloppily prepared lengthy paper. 

13. Submit the second half of your journal, your paper, and your completed questionnaire to your Faculty Supervisor two weeks before the last day of classes (any or all of this can be submitted as an email attachment, as long as it can be accessed by Microsoft Word).

14. Ensure that your onsite supervisor has been given OUR evaluation form, has filled it out, and has returned it to us by the same deadline.

15. Send your on-site supervisor a thank you note. Your development as a professional is an important aspect of this experience.  Being courteous and expressing your appreciation for the efforts of others is an important part of this process.  A copy of your letter to your on-site supervisor should be turned into your Faculty Supervisor with your other material. Please note that this thank you note is mandatory.

16. Your final grade is based upon: 

I. the input provided by your on-site supervisor, 
II. the quality of your paper, and 


III. the evidence provided by you via the journals regarding the academic value of the internship.  Please note that all three of these items are important components of your grade.



THE UNIVERSITY OF SCRANTON
ACCOUNTING DEPARTMENT
THE KANIA SCHOOL OF MANAGEMENT
SCRANTON, PA 18510-4602


The Accounting Department of the University of Scranton is grateful to your organization for participating in our Accounting Internship Program.  We firmly believe that this program is beneficial to all involved parties.  Because of the gratitude we feel to sponsoring organizations and the benefits we believe ensue to the various parties, we treat the Internship Program very seriously.  In so doing, we are careful in assigning the internship grade that the student receives.  We respectfully ask that someone who is very familiar with the student’s work performance complete this two-page evaluation sheet, and that it be submitted at the evaluator’s earliest convenience to:


____________________________________________________ at the address shown above.
 



 
________________________________________                 	________________________

Name of student being evaluated                                           	Date
 


 
_______________________________________                 	________________________

Name of Supervisor/Evaluator                                              	Evaluator’s Signature
 


Please rate the intern on the following criteria (1 = weak, 3 = Average, 5 = Excellent):
 
 
1.  Overall ability                         	1 	2       	3       	4       	5
 
2.  Reliability                                	1	2       	3       	4       	5
 
3.  Work attitude                          	1      	2       	3       	4       	5
 
4.  Work habits                             	1       	2       	3       	4       	5
 
5.  Interpersonal relations           	1       	2       	3       	4       	5
 
6.  Personal appearance             	1       	2       	3       	4       	5
 
7.  Cooperation                            	1        	2       	3       	4        	5
8.  On the back of this page, please offer any additional comments you might have concerning the intern’s strengths/weaknesses.
 
9.  Because of your first-hand knowledge of the intern’s job performance, we would like your input into the grade that the intern will ultimately receive.  Please circle the word or term that best describes the intern’s performance:
 
Unsatisfactory
Acceptable, but below average
Satisfactory (Average)
Good (Above Average)
Excellent
ACCOUNTING INTERN EVALUATION
Outstanding








































NAME: 	______________________________________________________________________

NAME OF FIRM:________________________________________________________________

LOCATION: ___________________________________________________________________



JOB OFFER:	YES 		NO  



ACCEPTANCE:	YES 		NO 

TENTATIVE STARTING DATE: ______________________________________________________

LOCATION: ___________________________________________________________________


1. Did you feel well prepared for the job considering your educational background in accounting and related topics once you went through the company’s initial training period?  Please explain.

2. What new courses, if any, would you like to see given to the new interns prior to going on the job?

3. What ideas, tips, etc. would you like to see given to the new interns prior to going on the job?

4. What changes, in presently offered courses, do you think might enhance the intern’s skills, abilities, etc.?

5. What recommendations, specific of general, do you have for me to give back to the University of Scranton regarding any or all aspects of the internship program?

6. Please list specific courses (included here) that were of value to you during your internship.
	INTERMEDIATE ACCOUNTING I
	INTERMEDIATE ACCOUNTING II
	FEDERAL TAXES

	AUDITING
	PRINCIPLES OF MANAGEMENT I
	PRINCIPLES OF MANAGEMENT II

	INTRODUCTION TO MANAGEMENT SCIENCE
	PRODUCT & OPERATION MANAGEMENT
	ADVANCED ACCOUNTING ELECTIVES

	INTRODUCTION TO MARKETING
	ADVANCED ACCOUNTING
	COST ACCOUNTING

	INTRODUCTION TO FINANCE
	BUSINESS POLICY
	BUSINESS ETHICS



These questions are to be repeated and answered using a word processing package.

This is to be turned in with the paper.

The due date for the paper and the questionnaire is as stated by Professor James Boyle at the beginning of the semester.
