
BYU Internship Process: 

DEPARTMENT COORDINATOR

1.  Has the student completed the prerequisites and 

located an internship? 

3.  Has a Master Internship Agreement and an Ex-

perience Provider Sheet been signed by the experi-

ence provider?

Outline all prerequisites to the student and help 

him or her locate an appropriate internship. 

4.  Complete Routing Slip and submit to OAI with 

the Master Internship Agreement and Experience 

Provider Sheet. 

2. Does the internship description meet department 

and university criteria for academic internships?  

5.  Have student complete any departmental forms 

and enroll for academic credit.

6. During the student’s internship period, provider 

and student should both complete at least one 

evaluation of the experience that you will use, 

in addition to any assignments, as basis for the 

student’s fi nal grade.

Work with the provider and student to defi ne a 

more appropriate experience for the student.

Have the provider complete a Master Internship 

Agreement and an Experience Provider Sheet.  

Ask provider to return both documents to you via 

student, e-mail, fax, person or mail. 

7.  At the end of the internship process, evaluate 

the student, and issue the fi nal grade.
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The Student Side

Follow these steps if a student contacts you seeking an internship.

http://webpub.byu.edu/internships-byu/OtherFiles/wordforms/MasterAgreement.doc
http://webpub.byu.edu/internships-byu/OtherFiles/wordforms/ExpProvider.doc
http://webpub.byu.edu/internships-byu/OtherFiles/wordforms/ExpProvider.doc
http://webpub.byu.edu/internships-byu/OtherFiles/wordforms/Routingslip.doc


1.  Is the company contacting you a legitimate 

organization with established credibility? 

3.  Has a Master Internship Agreement been signed 

by the experience provider?

Trust your judgment and terminate the interaction 

to avoid endangering students or university.

4.  Is the company willing to supervise and mentor 

the intern in an academic experience?

2. Does the internship description match your 

department’s area of study?  

5.  Has the organization already located and hired 

an intern from BYU to fi ll this position? 

6. During the student’s internship period, provider 

and student should both complete at least one 

evaluation of the experience that you will use, 

in addition to any assignments, as basis for the 

student’s fi nal grade.

Please refer the provider to a more appropriate 

department or the Offi ce of Academic Internships.

Have the provider complete a Master Internship 

Agreement and return via e-mail, fax, person, mail. 

7.  At the end of the internship process, make sure 

to ask the provider when they would like another 

BYU intern to service their organization.
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Find out how they are willing to help the intern 

and reach a mutually benefi cial solution.
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Help the provider locate an intern through posting 

the opportunity, passing info to faculty, etc. 
No
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BYU Internship Process: 

DEPARTMENT COORDINATOR

The Provider Side

Follow these steps if an experience provider contacts you seeking an intern from BYU.

http://webpub.byu.edu/internships-byu/OtherFiles/wordforms/MasterAgreement.doc

