Internship Report Guidelines

Every student is required to write a formal internship report upon completion of their internship. This report is shared with the internship coordinator, your graduate program director, and the internship mentor. Reports usually go through multiple rounds of revision in collaboration with the internship mentor and the internship coordinator.

The internship report serves multiple purposes:
· Help the student develop written communication skills
· Serve as an archival record of the internship experience
· Allow the student to describe the science content of the internship
· Give the student an opportunity to reflect on the professional aspects of the internship experience and the skills learned
· Encourage the student to reflect on the initial goals of the internship and how they were (or were not) achieved during the internship

The format is as follows:

Title Page
The title page lists the project title(s), your name, your program, and all information about your internship (supervisor name, title, and email; internship site and start/end dates).

Table of Contents
List of the contents of the internship report and on which page each is located

Internship Objectives
A list of the original objectives of the internship, established with your site supervisor.

Report Introduction
The introduction includes a description of the internship site and a brief overview of the work accomplished there; this section is similar to the introduction of a research paper.

Description of Project(s)
This section contains a summary of the work completed during the internship and a discussion of the significance of the work. It is similar to the results and discussion section of a research paper. It is understood that in some cases students will be working on confidential projects that cannot be described in detail. In those situations, the student must work closely with the supervisor to ensure all information disclosed is approved.

Results
	This section will detail any outcomes or results from the projects (as approved by site supervisor.) This can include charts, graphs, or any images that represent your findings.

Discussion
This section is a reflection of the internship and should address:
· Were the internship objectives achieved? Why or why not?
· What skills (scientific and professional) did you learn during the internship?
· Did the coursework properly prepare you for the scientific content of the internship?
· Did the coursework properly prepare you for the professional content of the internship?
· What challenges did you experience during the internship? How did you overcome them?
· What is your overall evaluation of the internship experience in regards to your own personal and professional growth?


Once your internship supervisor agrees with the content, you can send the report to your graduate program director and internship coordinator (Holli Reyes). 

The format for naming your file should be as follows:
First Name Last Name –Program

The due date for the report is Dec 1 (Fall Semester) or Apr 1 (Winter Semester). Contact your graduate program director and internship coordinator regarding the deadline of report submission for the Spring/Summer Semester.
