Internship Information For Students

PLU is committed to providing equal opportunity in employment and in education for all members of the University community without regard to an individual's race, color, creed, religion, gender, national origin, age, mental or physical disability, marital status, sexual orientation or any other status protected by law.

Internship benefits

Internships provide a way for you to enhance your skills that will enable you to stand out in the job market.  Here are a few of the benefits of having an internship:


Hands-on experience


Networking opportunities


Mentor support


Organizational skills


Time management skills


Communication skills


Confidence building 


Resume building

Skills employers seek

There are many skills employers seek when hiring students for internships.  Your education at the School of Business has and will continue to help you build these skills.  Here are some of the competencies business organizations are looking for:


Communication skills


Leadership skills


Problem-solving ability


Individual initiative


Team player


Computer skills

Frequently Asked Internship Questions from Students:

Who may participate in an internship?

Internships are available to juniors or seniors in the BBA program and to MBA students.  A candidate must be in good academic standing to be eligible.

What would I do during an internship?

Students perform as a contributing member of the host company’s staff while they are participating in an internship.  In addition, students may fulfill several academic components which could include:  maintaining a journal of experiences; attending one outside professional meeting (usually with the supervisor); completing a paper synthesizing academic and work experience; completing a research or academic project relating to their work; keeping a timesheet to validate hours worked; and submitting both student and supervisor evaluations summarizing the quality of the experience.

What is expected of me?

Students will be expected to:


apply concepts learned in business courses to practical work situations


learn to recognize and adapt behavior and dress to identified business norms


expand professional skills by developing techniques and applying methods learned on the job and/or in the classroom


communicate appropriately and work effectively with supervisors, co-workers and other contacts


model ethical standards and behaviors


demonstrate enthusiasm and willingness to give quality work to the company


seek and respond positively to suggestions for professional improvement

How do I find an internship?

Start early!  The application process can last several weeks and you need to have a resume prepared.  Your internship should begin during the first two or three weeks of the semester.  Two ways to research possible internship sites are to:

1. Review the listings of known internship opportunities listed through the School of Business internship database, in the Internship Book or check with the Cooperative Education Office.  To apply, follow the procedures listed on the particular internship.

2. Identify companies where you would like to work.  Contact the company or use personal contacts to learn about internship opportunities with that firm.  

Once you have obtained an internship with a company, stop by the School of Business office to pick up a Learning Agreement form and registration card (if you are taking the internship for credit).  You will also need to arrange for a Faculty Advisor who will serve as your internship sponsor.  If possible, obtain a formal job description from the company so that you can discuss this opportunity in depth with the worksite supervisor and faculty advisor.  Be prepared to identify your goals/objectives of this experience.  The Faculty Advisor will help determine how many credits will go toward the internship.

Why take an internship for credit?

A credit internship is an opportunity to work in a business, agency or organization while earning credit towards your degree.  You can gain valuable experience and practical knowledge that will broaden your understanding of the business world.  

Must I take it for credit?  

Due to the value of the experience, we encourage all students to intern sometime in their academic career even if they do not include the experience as a formal part of their education.  Many companies will allow you to work an internship without obtaining academic credit.  
How do I register for the credits?  

Once you have obtained an internship with a company, secured a faculty advisor, and completed a Learning Agreement form, you can pick up a pink Internship Registration Card from the School of Business or Student Services.  Both need to be signed by the faculty sponsor and worksite supervisor.  Bring both the Learning Agreement Form and the Internship Registration Card to the School of Business for review.

If your internship does not count toward your major, you do not need an appointment.  Just drop the Learning Agreement form and registration card off in the School of Business with a note stating the internship need not be counted toward your major.  Both will be reviewed and signed by the Undergraduate or Graduate Coordinator.  You can then pick it up at the School of Business office the following day.  

If your internship does count toward your major, you need to make an appointment with the Undergraduate or Graduate Coordinator or stop in during walk-in hours to have the Learning Agreement and registration card reviewed and signed.  Appointments can be made at the School of Business front office.  Remember, signatures of the faculty advisor must appear on both forms.

The Undergraduate Coordinator arranges for all internship course registration.  Once registered, students are responsible for any additional registration procedures such as payment of tuition or dropping/withdrawing from the course. Internship credits are billed at the same rate as class/course credits.  

What are the credit and time commitments?

UNDERGRADUATE: An undergraduate may earn from one to eight credits under BUSA 495 (Internship) during either one or two semesters.  Usually, 

1 credit = 30 hrs. work

2 credits = 60 hrs. work

4 credits = 120 hrs. work

GRADUATE: A graduate student can register for one to four internship credits under BUSA 595 (Internship).  A graduate student should secure an internship position, obtain a faculty advisor, and then make an appointment with the Director of Graduate Programs for authorization.

How is an internship graded? 

Upon completion, either a Pass or Fail grade will be submitted to the Registrar’s Office by the faculty advisor for inclusion on your transcript after required materials are submitted to the faculty advisor by the student.

Will I be paid?  

Some internships are paid but this are not necessarily the rule.  Whether you receive a wage depends upon the company, your goals and needs, and your eligibility for work in the United States.  Paid or unpaid, internships receive equal consideration for credit from the faculty advisor.  

Internship Checklist:

For Credit Internships

Note: Learning Agreement includes Learning Plan

· Students can pick up an Internship Handbook and all necessary forms in the School of Business.

· The student must determine with their worksite supervisor the scope of the position, objectives to be met and resources and methods to meet these goals.

· The student is responsible for securing a faculty advisor and presenting the specifics discussed with the worksite supervisor.

· Learning Agreement must be completed by students with faculty advisor consultation.

· Learning Agreement must be signed by worksite supervisor and faculty sponsor before submission to the Undergraduate Coordinator for signature.

· Pink Registration Card must be completed as BUSA 495 or 595, including specific term, title and semester hours of internship and signed by the faculty advisor.

· Completed Learning Agreement and Registration Card must be submitted to the Undergraduate/Graduate Coordinator for review and final signatures. A copy of the registration card will be filed in the student record.

· The student is responsible for turning in the Registration Card to the Registrar’s Office. The Registrar’s office honors open enrollment during a specific term.

· The Learning Agreement form information will be retained by the School of Business and information entered into the Internship Database. A copy of the Learning Agreement form will be sent to Cooperative Education for inclusion into the university-wide internship database. (This allows the university to see which companies provide opportunities for PLU students and in what areas and disciplines.)

· Faculty and students are expected to have scheduled contact during the term of the internship to review progress in meeting the stated objectives.

· Prior to the end of the internship, evaluation forms will be mailed to the student and requested of the employer. Once they are returned, they will be reviewed and attached to the original Learning Agreement. Copies of the evaluation also will be forwarded to the faculty advisor.

· At the end of the internship term, either a Pass of Fail grade will be submitted to the Registrar’s Office by the faculty advisor for inclusion on transcript after required materials are submitted to faculty advisor by the student.

Not-for-Credit Internships

It is requested that a Learning Agreement form be completed by the student and turned into the School of Business. No faculty advisor or signatures are required; however, data is recorded into the Internship Database for information only.  

