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SYLLABUS 
 
Instructor of Record: Joel Condon 

 

Course Description: Provides career development through self
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INFORMATION  CHECKLIST 
The following information is required for the CM Internship Coordinator to process your internship application 

packet.  

 

   Student Information 

Name, Address, Phone, Email, Student ID number, and Academic Major 
    Internship Faculty Advisor Information 

Name, Title, Department, Phone, Email, Fax 
Course number and section for internship 
course 

   Company’s Information 

Name, Address, Telephone 
Supervisor’s name, Title, Department, Phone, Email, Fax (if available) 

   International students ONLY 
Must receive approval in writing from the International Student Services Office in 
order to receive a current I-20 Certificate. 

    Detailed internship description 
o Good Example: Learning and managing data input system to ensure maximum 

efficiency of incoming and outgoing shipments 
▪▪ Why? Because it clearly states the task and demonstrates how it contributes to the 

overall success of the company. (Hint…is also in excellent format to be transferred 
into your resume) 

o Bad Example: Typing reports 
▪▪ Why? Because anyone can type, it is too vague; it does not show any learning of 

skills or skills gained. 
o Bad Example transformed into good example 

▪▪ Typing weekly briefs in collaboration with Branch Manager to ensure 
clear communication between corporate expectations and branch 
staff 

 

 
All required information must be submitted to the CM Internship 
Coordinator  

 
ATTENTION: 

• You may not begin counting hours towards your internship until your internship has been approved by the CM 

Internship Coordinator 

• All interns must contact the CM Internship Coordinator prior to submitting their application and beginning the 

internship process 

• International students are subject to strict regulatory policy and are required to meet with International Student 
Services and the CM Internship Coordinator prior to beginning the internship process. International students are not 
permitted to work without proper certification from International Student Services. 
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Internship Application 
Please fill out all of the information below and return to the CM Internship Coordinator. Please note that 

incomplete applications will not be accepted or processed. 
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Internship Employment Information 
 

Company Name:     

Company Address:    
(Street) (City) (State) (Zip) 

Company Phone:  Website:   

Supervisor Name:   Supervisor Title:       

Supervisor Phone:  Supervisor Email:      

Supervisor Fax:  Hourly Pay Rate:    

 

Exact Start Date:  Exact End Date:    
 
 

I,  (NAME) at    
(COMPANY), agree to provide the Construction Management Internship Coordinator and Faculty 
Internship Advisor evidence of the student’s work performance, whether that is with the midway/final 
evaluations or another evaluation conducted by my company approved by the CM Internship Coordinator 
and the Faculty Internship Advisor. 
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