
 

Marketing Internship Manual: Section 1  10 
www.mcce.org  |  Published May 2010 

Section 1:  Coordinator Forms 

The forms listed in the following pages provide marketing internship coordinators with sample 
documents and directions and suggestions for use.  Four types of forms are presented:  Pre-
Enrollment, Student Forms, Employer Forms, and Training Agreements.  

Pre-Enrollment Forms 

These forms will allow students to apply to the program, and gain an in-depth knowledge of 
program requirements and qualifications prior to acceptance.  It is suggested that these forms be 
given to students as a packet during spring enrollment. The exception would be the Employer 
Verification Form (included in Employer Forms).  This form could be given to the student any 
time prior to the start of the school year.  Included:   

• Work Program Application Example (Francis Howell) – This is an 
example of an enrollment application and is given to potential students during 
the open enrollment period.  

• Work Program Application Example (Lee’s Summit) – This form is a 
second example of an enrollment application. 

• Intern Information Sheet Example (Lee’s Summit) – Once accepted into 
the program this form is given to the student for contact information. This is 
utilized if you choose to contact your internship students during the summer 
prior to the start school. 

• Job Site Evaluation Checklist – This form allows for a review of the 
internship employment sites. 
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Student Forms 

These forms are given to students and kept on file for each student.  Some coordinators choose 
the binder method, requiring each student to provide a 3 ring binder prior to the start of school, 
while others will use a folder system. 

• Blank Training Plan – This form is given to students to complete for the 
coordinator.  They are to fill in duties and tasks they will complete at their work 
station. 

• Early Release Card Example (Blue Springs) – This is given to the students to show 
school personnel proof of early release for internship purposes.  Suggestion regarding 
this document is that if a student loses their card he or she should be required to 
purchase a new one.  Some coordinators charge up to $5.00 for a new card. 

• Hours Worked, Pay Records, Work Release Forms are all forms that students would 
complete on a weekly basis as part of their internship grade.  Examples included: 

o Hours Worked Example (Francis Howell) 
o Blank Payroll Record 
o Blank Work Release 

• Weekly Assignments Example – Summary of all assignments due at the end of the 
semester.  It also includes a weekly identifier that will state how many hours the 
student should be working according to instructor guidelines. 
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Employer Forms 

These forms are used with employers before and during the student’s internship. 

• Employer Verification Letter Example (Lee’s Summit) /  
Employment Verification Example (Lee’s Summit) – These forms are sent with 
the student at the beginning of the semester to be given to their employer to verify 
employment.  It also acts as a letter of introduction to the program and the 
coordinator. 

• Work Evaluation/Employer Evaluation– These forms can be sent with the student 
prior to your grading period to be completed by the employer.  Some coordinators 
will drop a form off and then have the employer return it through the mail, some 
coordinators require students to return the form.  Examples include: 

o Blank Work Evaluation 
o Employer Evaluation Example (Francis Howell) 
o Employer Evaluation Example (Blue Springs) 
o Employer Rating Sheet Example (Lee’s Summit) 

• Calling Card Example (Francis Howell) – This form is for the purpose of on-going 
communication and documentation between the coordinator and the employer.  Phone 
calls and face-to-face visit outcomes can be recorded on this form.   

• Change of Employment Example (Blue Springs) – Should a student need to change 
jobs, this form will provide documentation stating rationale.  It also provides the 
coordinator with actions completed by the student regarding steps to finding new 
employment.  The coordinator’s approval or disapproval of the job change is also 
documented.  It is important to note that some coordinators do not allow any job 
changes unless an extreme situation; other coordinators allow 1 job change within the 
year. 
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Training Agreement Forms 

These forms are for all parties involved in the internship of the student. This includes the student, 
parent/guardian, coordinator, and employer.  It is designed to act as a contract regarding program 
guidelines.  Examples include: 

• Training Agreement Example (Lees Summit) 
• Training Agreement Example (Blue Springs) 
• Training Agreement Example (Francis Howell) 
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