
ONLINE PROCESS FOR INTERNSHIP AGREEMENT AND EVALUATION 

Student Instructions 
Agreement Form: 

 

1.  Student Sign In for Internship Agreement – 
     http://www.gvsu.edu/careers/index.cfm?action=internship.agreement 
 

 
 

2. Complete all required fields (required fields are marked with an *).  

 

 
 

 

Enter your 

GVSU 

Username 

and Password 



 

 

3. When complete your information will be sent to your Internship Employer for verification.  

 

 
 

4. Once your employer has verified your internship, your Faculty Internship Coordinator will be  

    notified to approve/deny your Agreement Form. When approved, you will receive the following  

    e-mail: 
 

Dear [Student Name]: 

 

The Internship Agreement Form you completed for your [Semester Year] internship has been approved by 

your faculty internship advisor, [Internship Coordinator’s Name]. A permit has been entered in Banner, 

however you still must register for your internship. If you are having difficulty please contact the [Academic] 

department. 

 

To view an up-to-date copy of your agreement, please visit: 

http://wwwtest.gvsu.edu/careers/index.cfm?action=internship.agreement_detail&agreementId=5786E4B9-

C5E9-21A7-ACA39343B2AE3F2D&accessCode=5786E4B7-CD8F-B08E-3A982195B860C3BA  

 

Thank you for participating in GVSU's internship program 

 

 

NOTE: The link provided in the above email will send you to an up-to-date copy of your Internship 

Agreement. If any information on that form changes, please contact your Faculty Internship 

Coordinator. 

 

 

5. Register for your internship in Banner (generally you select your major’s prefix, 490, and choose  

    the section that matches the number of credit hours you’re to receive ie: if you are an Adv/PR  

    major receiving three credits, you would register for: CAP 490 03. *Check with your academic  

    department to make sure you are registering for the correct semester/section) 

 

 



 

 

Internship Evaluation: 
 

1. You will receive the following e-mail three weeks prior to the completion of the semester you  

     indicated on the Internship Agreement. 
 

Dear [Student Name]: 

 

Congratulations on completing your internship for the [Semester Year] semester. As a requirement for your 

grade, it is necessary for you to fill out an evaluation, which can be found at 

http://wwwtest.gvsu.edu/careers/index.cfm?action=internship.student_evaluation&agreementId=5786E4B9-

C5E9-21A7-ACA39343B2AE3F2D&accessCode=5786E4B7-CD8F-B08E-3A982195B860C3BA. This evaluation 

must be completed as soon as possible.  

 

Also, don't forget to submit your internship experience on the Experience Matters! website, 

www.gvsu.edu/experiencematters, as well as complete any additional assignments required by your academic 

department. 

 

Thank you for participating in GVSU's internship program! 

 

 

NOTE: The link in the email is specific to you and connected to your Internship Agreement Form. 

The only way to access it is through the link provided in the above email. 

 

 

 

2. At the same time, your Internship Supervisor (whom you indicated on the Internship Agreement)  

    will also receive an email and will be asked to complete an evaluation of you.  

 

 

NOTE: If you or your supervisor do not receive an evaluation email, please contact your Faculty 

Internship Coordinator. 

 

 

3. Be sure to check with your specific major/school about other requirements, such as a written  

    essay about your internship experience, that must be turned in to your Faculty Internship  

    Coordinator before you will receive credit. 


