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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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