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BBA MANAGEMENT INTERNSHIP REQUIREMENTS
#

Eligibility 

To be eligible for an internship, students must meet all institutional and degree requirements. Specific course require-
ments, determined by the supervising academic department as well as by internship sites, may require students to have 
specific academic and/or professional skills.  
Students will not be allowed to participate in an internship experience if there are relevant disciplinary or academic 
issues on the student’s college record. 

Students participating in the BBA Management degree program must have: 
1. earned a cumulative grade point average of 3.0 or greater 
2. completed at least 90 credit hours applicable to the program 

3. completed a minimum of 15 credit hours at SUNY Canton 

4. submitted all necessary paperwork required by the Curriculum Coordinator as specified in the Due Date Calendar 
5. completed the following courses before initiating the internship registration process unless otherwise approved by the BBA 
in Management Curriculum Coordinator 

NOTE: The requirements listed above reflect the minimum requirements for participation. Please check with your Academic Advisor 
for additional eligibiltiy requirements. 

BSAD 301 Principles of Management 
BSAD 310 Human Resource Management 
BSAD 319 Professional Ethics 
BSAD 340 Management Communications 
BSAD 355 or BSAD 373 Management of Technology or International Business Management 
BSAD 400 Operations Management 

CREDITS ASSIGNED:  Students will receive one (1) hour of credit for each forty (40) hours of successful internship experience 

placement as reflected in the Internship / Culminating Experience Agreement. 

Site Selection 

A good internship site will provide the student with practical experience in the student’s area of academic interest within the field 
of Management. The site’s personnel should provide mentoring and instruction to the student as part of the student’s internship.  
Students are responsible for completing an internship application and finding internship sites and site supervisors suitable to the 
student’s goals and the Department’s academic criteria; qualified faculty may assist students in determining if the students’ chosen 
sites are appropriate for the internship. 

Once a student is accepted for sponsorship by an employer, the faculty mentor ensures that a fully executed, notarized, contractual 

Affiliation Agreement is in place (Appendix �). This agreement must be completed before the start of the student’s activity at the 
site. A copy of the contract will remain at both the internship site, and at SUNY Canton. Three signed originals with three notarized 

statements are to be completed at the internship site and provided to SUNY Canton for signature and distribution. 

Credit Hour to Work Hour Equivalencies 

Credit Hours 6 7 8 9 10 11 12 

Work Hours Required 240 280 320 360 400 440 480 

Academic credit WILL NOT be granted for prior employment experience or coursework.  Your internship experience 

requires you to complete specific, agreed upon learning objectives. 
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DUTIES AND RESPONSIBILITIES OF EACH PARTICIPANT 

DURING THE INTERNSHIP
 

CURRICULUM 
COORDINATOR 

INTERN 

EMPLOYER  /
SPONSOR SITE 

Explore internship opportunities
Contact potential employer sponsorship sites
Prepare a resume to be used in the internship interview process
Submit completed required paperwork to Curriculum Coordinator
Collaborate with your employer/sponsor to develop learning outcomes
Conduct yourself in a professional manner at all times
Complete all coursework as assigned
Send a letter of thanks to your internship sponsor 

Process necessary documentation as required
Collaborate with student to establish learning outcomes
Provide ongoing supervision and feedback to intern
Provide feedback as required to Curriculum Coordinator
Report any issues with intern to Curriculum Coordinator promptly
Assist students in preparing summary of internship experience
Prepare a final evaluation of intern performance
Submit final paperwork to Curriculum Coordinator 

Assist student to establish an internship site
Ensure all required documentation received 
Collaborate with site mentor 
Address any issues arising during internship
Conduct site visits if necessary
Provide timely feedback to intern
Maintain student file 
Record final grades 
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Planning for Your Internship
	

Participating in an internship can be a valuable learning opportunity for those students with limited work experience or 

who would like to gain experience in a new discipline.  Poor planning can lead to a minimal number of opportunities.  
The due dates for all forms related to the internship are listed below. 

1. Prepare a resume and cover letter; ask the Career Services Office for assistance 

Semester 6 

2. Meet with your academic advisor to review internship requirements 
3. Contact the Financial Aid Office to evaluate funding sources and guidelines 
4. EXPLORE OPPORTUNITIES AND APPLY THIS SEMESTER!  Many employers/agencies have 

specific deadlines for submitting applications to their internship programs 

1. Secure your internship sponsor no later than 30 days after the semester start date 
2. Provide a copy of Appendix B, C, & D to your internship sponsor for completion and return 

the completed forms with your notarized signature to the Curriculum Coordinator no later than 
60 days after the semester start date Semester 7 

3. After any interview, send an acknowledgement of thanks 
4. Complete Appendix A & E and return to the Curriculum Coordinator no later than 60 days 

after the semester start date 

1. Complete Appendix F on a weekly basis and forward to the Curriculum Coordinator 
2. Forward a copy of Appendix H to your internship sponsor for completion at the end of your 

internship; the completed form should be forwarded directly from the internship sponsor to 
the Curriculum Coordinator. Semester 8 

3. Complete Appendix G and return to the Curriculum Coordinator 7 days before the end of your 
internship 

The Curriculum Coordinator or Internship Coordinator will provide students with due dates for all assignments during 
the first week of the  semester in which the internship takes place. 

Page 3 of 28 



 

 

Internship Participation Agreement 
STUDENT INFORMATION 

Student Name: 

Address: 

E�mail address: 

Major: 

EM3LO<ER INFORMATION 

Employer Name/Mailing Address: 

0inor: 

Cell/Local Phone: 

Credit hrs earned: Overall *PA: 

Supervisor: 

Office Phone: 

Starting Date: 

Hours/week: Days/times: 

Title: 

Email: 

Ending Date: 

Internship &reGits 5eTXesteG: 

Internship Description (duties): 

Employer/Site Supervisor Signature: Date: 

Student Signature: Date: 

Internship Participation Agreement Appendix A - Page � Page 4 of 28 



   

 

 

Yes 

ACADEMIC INFORMATION (to be completed by student and approYeG Ey &XrricXlXm &oorGinator� 

Learning Objectives: 
1. 

2. 

3. 

4. 

Mandatory Items: 

Student resume attached? 

Has a schedule been confirmed to ensure regular contact between the intern and the &XrricXlXm &oorGinator? 
No 

Due date for “Employer Intern Appraisal:” 

Mandatory paper/project description: 

Optional Items: 'DLO\�-RXUQDO %L�:eeNO\�-RXUQDO:eeNO\�-RXUQDO 

Additional assignments (readings, book reviews, etc.) 

SIGNATURES 
Student Date 

&XrricXlXm &oorGinator 'ate 

Department Chair 'ate 

Dean 'ate 

Internship Participation Agreement Appendix A - Page 2 Page 5 of 28 



 

 
 

 

                                                        

             

     

         

               

      

       

            

 

          

                                                  

   

      

       

           

           

          

            

 

AFFILIATION AGREEMENT BETWEEN 
______________________________AND 
STATE UNIVERSITY OF NEW YORK 

College at _____________ 

This Agreement is made by and between 

Non-Clinical 

, a corporation 

organized and existing under the laws of the State of New York, with its principal office located at 

(hereinafter referred to as "Affiliate") 

and the State University of New York, an educational corporation organized and existing under the 

laws of the State of New York, and having its principal place of business located at University Plaza, 

Albany, New York 12246, for and on behalf of the Campus located at 

________________________________________ (hereinafter referred to as "University"). 

WHEREAS, University has undertaken an educational program in the discipline of 

________________; and  

WHEREAS, University and Affiliate desire to have an association for the purpose of carrying 

out said educational program. 

NOW, THEREFORE, it is agreed that: 

1.	 The University shall assume full responsibility for planning and executing its educational 

program in the discipline of including programming, 

administration, curriculum content, faculty appointments, faculty administration and the 

requirements for matriculation, promotion and graduation, and shall bear all costs and 

expenses in connection therewith. The University furthers agrees to coordinate the program 

with Affiliate’s designee.  Attached as Exhibit B is a copy of the curriculum. 

2.	 The University shall be responsible for assigning students to the Affiliate for practical 

experience. University shall notify the Affiliate one (1) month in advance of the planned 

schedule of student assignments to practical duties including the dates, number of students 

and instructors.  The schedule shall be subject to written approval by the Affiliate. 

3.	 The University, at its sole cost and expense, shall provide faculty as may be required for the 

teaching and supervision of students assigned to the Affiliate for practical experience. 
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4. The University agrees that at all times students and faculty members are subject to the 

supervision of the Affiliate and are considered part of the Affiliate’s workforce only for 

purposes of access to and disclosure of protected health information (“PHI”). as defined by 

45 CFR 164.501 only. University shall inform students and faculty that they must comply 

with all rules applicable to both students and faculty while at the Affiliate’s facility, and that 

failure to comply shall constitute a cause for terminating such student’s assignment to or 

such faculty member’s relationship with the Affiliate. The Affiliate will provide copies of all 

policies and procedures to the students and faculty members. The University and Affiliate 

agree to cooperate with one another’s operational, regulatory, licensure and accreditation 

requirements including but not limited to related surveys, audits and other reviews. 

5.	 Students and faculty members shall respect the confidential nature of all information that 

they have access to in accordance with the policies and procedures of the University and the 

Affiliate.The University and Affiliate acknowledge that students and faculty may use 

patients’ personal health information for educational purposes at the Affiliate and as 

permitted by HIPAA.  Information removed from the Affiliate for educational use must be 

appropriately de-identified as that term is defined in 164.514. Information removed for other 

puposes as permitted by HIPAA must be removed in a manner approved in writing by the 

Hospital prior to removal. Identifiable information removed as permitted by HIPAA may not 

be used beyond the original purpose unless appropriately de-identified as that term is defined 

in 45 CFR 164.514. Identifiable information as removed by HIPAA must be destroyed or 

rendered de-identifiable as soon as practicable once the original purpose for the removal has 

been satisfied. 

6.	 The Affiliate may terminate any student’s or faculty member’s assignment from the Affiliate 

when a student or faculty member is unacceptable to the Affiliate for reasons of health, 

performance, or for other reasons which, in the Affiliate’s reasonable judgment and to the 

extent allowed by law, cause the continued presence of such student or faculty member at the 

Affiliate not to be in the best interest of the Affiliate. Any such action will be reported by the 

Affiliate to the University orally and in writing. 
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7. The Affiliate, as it deems necessary and proper, shall make available for student experience 

classrooms and other facilities, including equipment and supplies, libraries, and cafeteria 

facilities, consistent with its current policies in regard to availability. The Affiliate shall also 

provide orientation for the College faculty and students. 

8.	 The Affiliate shall have no responsibility for the transportation of faculty or students. 

9.	 Except as set forth in Paragraph 4 of this Agreement, students and faculty members shall not 

be deemed to be employees, servants or agents of the Affiliate, but shall be considered 

invitees. Neither party shall pay the other any compensation or benefits pursuant to this 

Agreement. The parties acknowledge that the Affiliate is not providing any insurance, 

professional or otherwise, covering any students or faculty members. 

10. The University agrees that it shall secure Workers’ Compensation Insurance for the benefit of 

all faculty and other University employees required to be insured by Workers’ Compensation 

Law, and shall maintain such coverage throughout the duration of this Agreement. For the 

purposes of Workers’ Compensation Law, no student or faculty member is to be considered 

an employee, servant or agent of the Affiliate. 

11. Subject to the availability of lawful appropriations and consistent with the New York State 

Court of Claims Act, University shall hold the Affiliate harmless from and indemnify it for 

any final judgment of a court of competent jurisdiction for the University’s failure to perform 

its obligations hereunder or to the extent attributable to the negligence of the University or of 

its officers or employees when acting within the course and scope of this Agreement. 

12. The Affiliate shall fully indemnify, defend and save the University, its officers, employees 

and agents harmless, without limitation, from and against any and all damages, expenses 

(including reasonable attorney’s fees), claims, judgments, liabilities, losses, awards, and costs 

which may finally be assessed against the University in any action for or arising out of or 

related to this Agreement. The state of New York reserves the right to join in any such 

claim, demand or suit, at its sole expense, when it determines there is an issue involving a 

significant public interest. 

13. University shall maintain during the term of this Agreement liability insurance, in amounts 

not less than $3,000,000 for bodily injury and property damage combined single limit; and 

the Affiliate is to be additionally named insured under such liability policy or policies. The 
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persons insured under such policy or policies shall be the students of the State University of 

New York with respect to liability arising out of their participation in the program carried out 

under this Agreement. The University’s faculty members are covered by the defense and 

indemnification provisions of section 17 of the Public Officers Law with respect to liability 

arising out of their participation in the clinical program carried out under this Agreement. 

The University agrees to notify the Affiliate in writing no less than ten (10) days written 

notice prior to the cancellation, modification or non-renewal of any insurance coverage. 

Notwithstanding the foregoing, the Affiliate shall remain liable for direct damages resulting 

from its negligence. 

14. It is mutually agreed that neither party shall discriminate against any student, faculty 

member, or employee based upon color, religion, sex, sexual orientation, national origin, age, 

veteran status and/or handicap. 

15. The provisions of Exhibit A, State University of New York standard contract clauses, 

attached hereto, are hereby incorporated into this Agreement and made part hereof. The laws 

of the State of New York will govern this Agreement, without regard for New York’s choice 

of law statute. This Agreement contains the entire understanding of the parties with respect 

to the matters contained herein. In the event of any conflict between the terms and 

conditions set forth in this Agreement, the following order of precedence shall apply: (1) 

Exhibit A; (2) this Agreement. 

16. The effective date of this Agreement shall be  and shall continue in 

full force and effect until terminated as set forth in this paragraph. This Agreement may be 

terminated by either party upon ninety (90) days written notice to the other, provided, 

however, that no such termination shall take effect until the students already placed in the 

program have completed their scheduled clinical training. 

Affiliation Agreement - Non Clinical Appendix B - Page � Page 9 of 28 



 

  

  

 

 

 

________________________ 
 

  

17. For purposes of written notification: 

To the UNIVERSITY 

State University of New York at Canton 

To the Affiliate 

IN WITNESS WHEREOF, the parties hereto have executed this Agreement as of the 

dates set forth below: 

By: ________________________ 
Date 

By: 

Date 

Affiliation Agreement - Non Clinical Appendix B - Page � Page 10 of 28 
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Standard Contract Clauses 
State University of New York February 11, 2014 
The parties to the attached contract, license, lease, amendment or other agreement of any kind (hereinafter, "contract") agree to be bound by the following clauses which are EXHIBIT A 
hereby made a part of the contract (the word "Contractor" herein refers to any party other than the State, whether a Contractor, licensor, licensee, lessor, lessee or any other 
party): 

1.  EXECUTORY CLAUSE. In accordance with 
Section 41 of the State Finance Law, the State 
shall have no liability under this contract to the 
Contractor or to anyone else beyond funds 
appropriated and available for this contract. 

2. PROHIBITION AGAINST ASSIGNMENT 
Except for the assignment of its right to receive 
payments subject to Article 5-A of the State 
Finance Law, the Contractor selected to perform 
the services herein are prohibited in accordance 
with Section 138 of the State Finance Law from 
assigning, transferring, conveying, subletting or 
otherwise disposing of its rights, title or interest in 
the contract without the prior written consent of 
SUNY and attempts to do so are null and void. 
Notwithstanding the foregoing, SUNY may, with 
the concurrence of the New York Office of State 
Comptroller, waive prior written consent of the 
assignment, transfer, conveyance, sublease or 
other disposition of a contract let pursuant to 
Article XI of the State Finance Law if the 
assignment, transfer, conveyance, sublease or 
other disposition is due to a reorganization, 
merger or consolidation of Contractor’s its 
business entity or enterprise and Contractor so 
certifies to SUNY. SUNY retains the right, as 
provided in Section 138 of the State Finance Law, 
to accept or reject an assignment, transfer, 
conveyance, sublease or other disposition of the 
contract, and to require that any Contractor 
demonstrate its responsibility to do business with 
SUNY. 

3. COMPTROLLER'S APPROVAL. (a) In 
accordance with Section 112 of the State Finance 
Law, Section 355 of New York State Education 
Law, and 8 NYCRR 316, Comptroller’s approval is 
not required for the following contracts: (i) 
materials; (ii) equipment and supplies, including 
computer equipment; (iii) motor vehicles; (iv) 
construction; (v) construction-related services; 
(vi) printing; and (vii) goods for State University 
health care facilities, including contracts for goods 
made with joint or group purchasing 
arrangements. 

(b) Comptroller’s approval is required for the 
following contracts: (i) contracts for services not 
listed in Paragraph (3)(a) above made by a State 
University campus or health care facility certified 
by the Vice Chancellor and Chief Financial 
Officer, if the contract value exceeds $250,000; 
(ii) contracts for services not listed in Paragraph 
(3)(a) above made by a State University campus 
not certified by the Vice Chancellor and Chief 
Financial Officer, if the contract value exceeds 
$50,000; (iii) contracts for services not listed in 
Paragraph (3)(a) above made by health care 
facilities not certified by the Vice Chancellor and 
Chief Financial Officer, if the contract value 
exceeds $75,000; (iv) contracts whereby the 
State University agrees to give something other 
than money, when the value or reasonably 
estimated value of such consideration exceeds 
$10,000; (v) contracts for real property 
transactions if the contract value exceeds 
$50,000; (vi) all other contracts not listed in 
Paragraph 3(a) above, if the contract value 
exceeds $50,000, e.g. SUNY acquisition of a 
business and New York State Finance Article 11-
B contracts and (vii) amendments for any amount 
to contracts not listed in Paragraph (3)(a) above, 
when as so amended, the contract exceeds the 
threshold amounts stated in Paragraph (b) herein. 
However, such pre-approval shall not be required 
for any contract established as a centralized 
contract through the Office of General Services or 
for a purchase order or other transaction issued 
under such centralized contract. 

(c) Any contract that requires Comptroller 
approval shall not be valid, effective or binding 

Exhibit A 

upon the State University until it has been 
approved by the Comptroller and filed in the 
Comptroller’s office. 

4. WORKERS' COMPENSATION BENEFITS. In 
accordance with Section 142 of the State Finance 
Law, this contract shall be void and of no force 
and effect unless the Contractor shall provide and 
maintain coverage during the life of this contract 
for the benefit of such employees as are required 
to be covered by the provisions of the Workers' 
Compensation Law. 

5. NON-DISCRIMINATION REQUIREMENTS. 
To the extent required by Article 15 of the 
Executive Law (also known as the Human Rights 
Law) and all other State and Federal statutory and 
constitutional non-discrimination provisions, the 
Contractor will not discriminate against any 
employee or applicant for employment because of 
race, creed, color, sex, (including gender identity 
or expression), national origin, sexual orientation, 
military status, age, disability, predisposing 
genetic characteristics, marital status or domestic 
violence victim status. Furthermore, in 
accordance with Section 220-e of the Labor Law, 
if this is a contract for the construction, alteration 
or repair of any public building or public work or 
for the manufacture, sale or distribution of 
materials, equipment or supplies, and to the 
extent that this contract shall be performed within 
the State of New York, Contractor agrees that 
neither it nor its subcontractors shall, by reason of 
race, creed, color, disability, sex, or national 
origin: (a) discriminate in hiring against any New 
York State citizen who is qualified and available to 
perform the work; or (b) discriminate against or 
intimidate any employee hired for the 
performance of work under this contract. If this is 
a building service contract as defined in Section 
230 of the Labor Law, then, in accordance with 
Section 239 thereof, Contractor agrees that 
neither it nor its subcontractors shall by reason of 
race, creed, color, national origin, age, sex or 
disability: (a) discriminate in hiring against any 
New York State citizen who is qualified and 
available to perform the work; or (b) discriminate 
against or intimidate any employee hired for the 
performance of work under this contract. 
Contractor is subject to fines of $50.00 per person 
per day for any violation of Section 220-e or 
Section 239 as well as possible termination of this 
contract and forfeiture of all moneys due 
hereunder for a second or subsequent violation 

6. WAGE AND HOURS PROVISIONS. If this is 
a public work contract covered by Article 8 of the 
Labor Law or a building service contract covered 
by Article 9 thereof, neither Contractor's 
employees nor the employees of its 
subcontractors may be required or permitted to 
work more than the number of hours or days 
stated in said statutes, except as otherwise 
provided in the Labor Law and as set forth in 
prevailing wage and supplement schedules 
issued by the State Labor Department. 
Furthermore, Contractor and its subcontractors 
must pay at least the prevailing wage rate and 
pay or provide the prevailing supplements, 
including the premium rates for overtime pay, as 
determined by the State Labor Department in 
accordance with the Labor Law. Additionally, 
effective April 28, 2008, if this is a public work 
contract covered by Article 8 of the Labor Law, 
the Contractor understands and agrees that the 
filing of payrolls in a manner consistent with 
Subdivision 3-a of Section 220 of the Labor Law 
shall be a condition precedent to payment by 
SUNY of any SUNY-approved sums due and 
owing for work done upon the project. 

Appendix D - Page � 

7. NON-COLLUSIVE BIDDING CERTIFICATION. 
In accordance with Section 139-d of the State 
Finance Law, if this contract was awarded based 
on the submission of competitive bids, Contractor 
affirms, under penalty of perjury, and each person 
signing on behalf of Contractor, and in the case 
of a joint bid each party thereto certifies as to its 
own organization, under penalty of perjury, that to 
the best of its knowledge and belief that its bid 
was arrived at independently and without 
collusion aimed at restricting competition. 
Contractor further affirms that, at the time 
Contractor submitted its bid, an authorized and 
responsible person executed and delivered it to 
SUNY a non-collusive bidding certification on 
Contractor’s behalf. 

8. INTERNATIONAL BOYCOTT PROHIBITION. 
In accordance with Section 220-f of the Labor Law 
and Section 139-h of the State Finance Law, if 
this contract exceeds $5,000, the Contractor 
agrees, as a material condition of the contract, 
that neither the Contractor nor any substantially 
owned or affiliated person, firm, partnership or 
corporation has participated, is participating, or 
shall participate in an international boycott in 
violation of the federal Export Administration Act 
of 1979 (50 USC App. Sections 2401 et seq.) or 
regulations thereunder. If such Contractor, or any 
of the aforesaid affiliates of Contractor, is 
convicted or is otherwise found to have violated 
said laws or regulations upon the final 
determination of the United States Commerce 
Department or any other appropriate agency of 
the United States subsequent to the contract's 
execution, such contract, amendment or 
modification thereto shall be rendered forfeit and 
void. The Contractor shall so notify the State 
Comptroller within five (5) business days of such 
conviction, determination or disposition of appeal 
(2 NYCRR 105.4). 

9. SET-OFF RIGHTS. The State shall have all of 
its common law, equitable and statutory rights of 
set-off. These rights shall include, but not be 
limited to, the State 's option to withhold for the 
purposes of set-off any moneys due to the 
Contractor under this contract up to any amounts 
due and owing to the State with regard to this 
contract, any other contract with any State 
department or agency, including any contract for a 
term commencing prior to the term of this 
contract, plus any amounts due and owing to the 
State for any other reason including, without 
limitation, tax delinquencies or monetary penalties 
relative thereto. The State shall exercise its set-
off rights in accordance with normal State 
practices including, in cases of set-off pursuant to 
an audit, the finalization of such audit by the 
State, its representatives, or the State 
Comptroller. 

10. RECORDS. The Contractor shall establish 
and maintain complete and accurate books, 
records, documents, accounts and other evidence 
directly pertinent to performance under this 
contract (hereinafter, collectively, "the Records"). 
The Records must be kept for the balance of the 
calendar year in which they were made and for six 
(6) additional years thereafter. The State 
Comptroller, the Attorney General and any other 
person or entity authorized to conduct an exami-
nation, as SUNY and its representatives and 
entities involved in this contract, shall have 
access to the Records during normal business 
hours at an office of the Contractor within the 
State of New York or, if no such office is available, 
at a mutually agreeable and reasonable venue 
within the State, for the term specified above for 
the purposes of inspection, auditing and copying.  
SUNY shall take reasonable steps to protect from 
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exempt from disclosure under Section 87 of the 
Public Officers Law (the "Statute") provided that: 
(i) the Contractor shall timely inform an 
appropriate SUNY official, in writing, that said 
Records should not be disclosed; and (ii) said 
Records shall be sufficiently identified; and (iii) 
designation of said Records as exempt under the 
Statute is reasonable. Nothing contained herein 
shall diminish, or in any way adversely affect, 
SUNY’s or the State's right to discovery in any 
pending or future litigation. 

11. IDENTIFYING INFORMATION AND 
PRIVACY NOTIFICATION. 

Identification Number(s). Every invoice or New 
York State Claim for Payment submitted to the 
State University of New York by a payee, for 
payment for the sale of goods or services or for 
transactions (e.g., leases, easements, licenses, 
etc.) related to real or personal property must 
include the payee's identification number. The 
number is any or all of the following: (i) the 
payee’s Federal employer identification number, 
(ii) the payee’s Federal social security number, 
and/or (iii) the payee’s Vendor Identification 
Number assigned by the Statewide Financial 
System. Failure to include such number or 
numbers may delay payment. Where the payee 
does not have such number or numbers, the 
payee, on its invoice or Claim for Payment, must 
give the reason or reasons why the payee does 
not have such number or numbers. 

(b) Privacy Notification. (1) The authority to 
request the above personal information from a 
seller of goods or services or a lessor of real or 
personal property, and the authority to maintain 
such information, is found in Section 5 of the 
State Tax Law. Disclosure of this information by 
the seller or lessor to the State University of New 
York is mandatory. The principal purpose for 
which the information is collected is to enable the 
State to identify individuals, businesses and 
others who have been delinquent in filing tax 
returns or may have understated their tax 
liabilities and to generally identify persons 
affected by the taxes administered by the 
Commissioner of Taxation and Finance. The 
information will be used for tax administration 
purposes and for any other purpose authorized by 
law. (2) The personal information is requested by 
the purchasing unit of the State University of New 
York contracting to purchase the goods or 
services or lease the real or personal property 
covered by this contract or lease. The information 
is maintained in the Statewide Financial System 
by the Vendor Management Unit within the 
Bureau of State Expenditures, Office of the State 
Comptroller, 110 State Street, Albany, New York 
12236. 

12. EQUAL EMPLOYMENT OPPORTUNITIES 
FOR MINORITIES AND WOMEN. 
(a) In accordance with Section 312 of the 
Executive Law and 5 NYCRR 143, if this contract 
is: (i) a written agreement or purchase order 
instrument, providing for a total expenditure in 
excess of $25,000.00, whereby a contracting 
agency is committed to expend or does expend 
funds in return for labor, services, supplies, 
equipment, materials or any combination of the 
foregoing, to be performed for, or rendered or 
furnished to the contracting agency; or (ii) a 
written agreement in excess of $100,000.00 
whereby a contracting agency is committed to 
expend or does expend funds for the acquisition, 
construction, demolition, replacement, major 
repair or renovation of real property and 
improvements thereon; or (iii) a written agreement 
in excess of $100,000.00 whereby the owner of a 
State assisted housing project is committed to 
expend or does expend funds for the acquisition, 
construction, demolition, replacement, major re-
pair or renovation of real property and 
improvements thereon for such project, then the 
following shall apply and by signing this 
agreement the Contractor certifies and affirms 
that it is Contractor’s equal employment 
opportunity policy that: 

(1) The Contractor will not discriminate against 
employees or applicants for employment because 
of race, creed, color, national origin, sex, age, 
disability or marital status, and will undertake or 
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continue existing programs of affirmative action to 
ensure that minority group members and women 
are afforded equal employment opportunities 
without discrimination. Affirmative action shall 
mean recruitment, employment, job assignment, 
promotion, upgradings, demotion, transfer, layoff, 
or termination and rates of pay or other forms of 
compensation; 

(2) at SUNY’s request, Contractor shall 
request each employment agency, labor union, or 
authorized representative of workers with which it 
has a collective bargaining or other agreement or 
understanding, to furnish a written statement that 
such employment agency, labor union or 
representative will not discriminate on the basis of 
race, creed, color, national origin, sex, age, 
disability or marital status and that such union or 
representative will affirmatively cooperate in the 
implementation of the Contractor's obligations 
herein; and 

(3) Contractor shall state, in all solicitations or 
advertisements for employees, that, in the 
performance of the State contract, all qualified 
applicants will be afforded equal employment 
opportunities without discrimination because of 
race, creed, color, national origin, sex, age, 
disability or marital status. 

(b) Contractor will include the provisions of "1", 
"2" and "3", above, in every subcontract over 
$25,000.00 for the construction, demolition, 
replacement, major repair, renovation, planning or 
design of real property and improvements thereon 
(the "Work") except where the Work is for the 
beneficial use of the Contractor. Section 312 
does not apply to: (i) work, goods or services 
unrelated to this contract; or (ii) employment 
outside New York State. The State shall consider 
compliance by a Contractor or sub-contractor with 
the requirements of any federal law concerning 
equal employment opportunity which effectuates 
the purpose of this section. SUNY shall 
determine whether the imposition of the 
requirements of the provisions hereof duplicate or 
conflict with any such federal law and if such 
duplication or conflict exists, SUNY shall waive 
the applicability of Section 312 to the extent of 
such duplication or conflict. Contractor will 
comply with all duly promulgated and lawful rules 
and regulations of the Department of Economic 
Development’s Division of Minority and Women's 
Business Development pertaining hereto. 

13. CONFLICTING TERMS. In the event of a 
conflict between the terms of the contract 
(including any and all attachments thereto and 
amendments thereof) and the terms of this Exhibit 
A, the terms of this Exhibit A shall control. 

14. GOVERNING LAW. This contract shall be 
governed by the laws of the State of New York 
except where the Federal supremacy clause 
requires otherwise. 

15. LATE PAYMENT. Timeliness of payment 
and any interest to be paid to Contractor for late 
payment shall be governed by Article 11-A of the 
State Finance Law to the extent required by law. 

16. NO ARBITRATION. Disputes involving this 
contract, including the breach or alleged breach 
thereof, may not be submitted to binding 
arbitration (except where statutorily authorized) 
but must, instead, be heard in a court of 
competent jurisdiction of the State of New York. 

17. SERVICE OF PROCESS. In addition to the 
methods of service allowed by the State Civil 
Practice Law & Rules ("CPLR"), Contractor 
hereby consents to service of process upon it by 
registered or certified mail, return receipt 
requested. Service hereunder shall be complete 
upon Contractor's actual receipt of process or 
upon the State's receipt of the return thereof by 
the United States Postal Service as refused or 
undeliverable. Contractor must promptly notify 
the State, in writing, of each and every change of 
address to which service of process can be made. 
Service by the State to the last known address 
shall be sufficient. Contractor will have thirty (30) 
calendar days after service hereunder is complete 
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in which to respond. 

18. PROHIBITION ON PURCHASE OF 
TROPICAL HARDWOODS. The Contractor 
certifies and warrants that all wood products to be 
used under this contract award will be in 
accordance with, but not limited to, the 
specifications and provisions of State Finance 
Law §165 (Use of Tropical Hardwoods), which 
prohibits purchase and use of tropical hardwoods, 
unless specifically exempted, by the State or any 
governmental agency or political subdivision or 
public benefit corporation. Qualification for an 
exemption under this law will be the responsibility 
of the contractor to establish to meet with the 
approval of the State. In addition, when any 
portion of this contract involving the use of woods, 
whether supply or installation, is to be performed 
by any subcontactor, the prime Contractor will 
indicate and certify in the submitted bid proposal 
that the subcontractor has been informed and is in 
compliance with specifications and provisions 
regarding use of tropical hardwoods as detailed in 
Section 165 of the State Finance Law. Any such 
use must meet with the approval of the State, 
otherwise, the bid may not be considered 
responsive. Under bidder certification, proof of 
qualification for exemption will be the 
responsibility of the Contractor to meet with the 
approval of the State. 

19. MacBRIDE FAIR EMPLOYMENT PRIN-
CIPLES. In accordance with the MacBride Fair 
Employment Principles (Chapter 807 of the Laws 
of 1992) , the Contractor hereby stipulates that 
Contractor and any individual or legal entity in 
which the Contractor holds a ten percent or 
greater ownership interest and any individual or 
legal entity that holds a ten percent or greater 
ownership interest in the Contractor either (a) 
have no business operations in Northern Ireland, 
or (b) shall take lawful steps in good faith to 
conduct any business operations in Northern 
Ireland in accordance with the MacBride Fair 
Employment Principles (as described in Section 
165(5) of the State Finance Law), and shall permit 
independent monitoring of compliance with such 
principles. 

20. OMNIBUS PROCUREMENT ACT OF 1992. 
It is the policy of New York State to maximize 
opportunities for the participation of New York 
State business enterprises, including minority and 
women-owned business enterprises as bidders, 
subcontractors and suppliers on its procurement 
contracts. 

Information on the availability of New York State 
subcontractors and suppliers is available from: 

NYS Department of Economic Development 
Division for Small Business 
30 South Pearl St., 7th Floor 
Albany, NY 12245 
Tel:  518-292-5100 
Fax: 518-292-5884 
email:  opa@esd.ny.gov 

A directory of certified minority and women-
owned business enterprises is available from: 

NYS Department of Economic Development 
Division of Minority and Women’s Business 
Development
 
633 Third Avenue
 
New York, NY 10017
 
212-803-2414
 

email:  mwbecertification@esd.ny.gov 
https://ny.newnycontracts.com/FrontEnd/Ven 
dorSearchPublic.asp 

The Omnibus Procurement Act of 1992 
requires that by signing this bid proposal or 
contract, as applicable, Contractors certify 
that whenever the total bid amount is greater 
than $1 million: 

(a) The Contractor has made reasonable 
efforts to encourage the participation of New York 
State Business Enterprises as suppliers and 
subcontractors, including certified minority and 
women-owned business enterprises, on this Page 13 of 28
project, and has retained the documentation of 

https://ny.newnycontracts.com/FrontEnd/VendorSearchPublic.asp
https://ny.newnycontracts.com/FrontEnd/VendorSearchPublic.asp
mailto:opa@esd.ny.gov
http:25,000.00
http:100,000.00
http:100,000.00
http:25,000.00


      
 

     
  

 

     
     

   
      

        
    

      
    

      
       

 

    
     
   

   

 
     

   
  

     
   

     
   
     

     
    
    

    
     

  

    
 

     
     

     
   

 
     

    
  

 
   

    
       

      
      

   
        

 

   
      

    
       

    
      

         
      

  
   

       
     
      

     

    
  

     
   

   
      

       
     

   
     

     
 

 
  

  
  

   
  

    
  

  
   

 
  

  

  
 

 

    
  

    

 
 

  

 

     
   

       
      

     
       

   
    

    
     

 

         
     
      
    

       
        

        
     

        
       

        
      

    
   

   

      
      

       
    

       
      

      
  

      
 

                 
                

      

                
                   
                

   

                  
                    
                     

               
  

                  
   

programming, engineering, environmental health in accordance with the terms of the agreement, if 
SUNY; 
these efforts to be provided upon request to 

and mental health services, accounting, auditing, SUNY determines that such action is in the best 
paralegal, legal or similar services, then in interests of the State. 

(b) The Contractor has complied with the accordance with Section 163(4-g) of the State 
Federal Equal Employment Opportunity Act of 27. IRAN DIVESTMENT ACT. By entering into 
1972 (P.L. 92-261), as amended; 

Finance Law, the Contractor shall timely, 
accurately and properly comply with the this Agreement, Contractor certifies in accordance 
requirement to submit an annual employment with State Finance Law §165-a that it is not on the (c) The Contractor agrees to make report for the contract to SUNY, the Department “Entities Determined to be Non-Responsive reasonable efforts to provide notification to New of Civil Service and the State Comptroller. Bidders/Offerers pursuant to the New York State York State residents of employment opportunities Iran Divestment Act of 2012” (“Prohibited Entities on this project through listing any such positions List”) posted at: 24. PURCHASES OF APPAREL AND with the Job Search Division of the New York http://www.ogs.ny.gov/about/regs/docs/ListofEntiti SPORTS EQUIPMENT. In accordance with State State Department of Labor, or providing such es.pdf Finance Law Section 165(7), SUNY may 

existing collective bargaining contracts or 
notification in such manner as is consistent with 

determine that a bidder on a contract for the Contractor further certifies that it will not utilize on purchase of apparel or sports equipment is not a agreements. The contractor agrees to document this Contract any subcontractor that is identified responsible bidder as defined in State Finance these efforts and to provide said documentation to on the Prohibited Entities List. Contractor agrees Law Section 163 based on (a) the labor standards the State upon request; and that should it seek to renew or extend this applicable to the manufacture of the apparel or Contract, it must provide the same certification at (d) The Contractor acknowledges notice that sports equipment, including employee 
SUNY may seek to obtain offset credits from the time the Contract is renewed or extended. compensation, working conditions, employee 
foreign countries as a result of this contract and Contractor also agrees that any proposed rights to form unions and the use of child labor; or 
agrees to cooperate with SUNY in these efforts. Assignee of this Contract will be required to certify (b) bidder’s failure to provide information sufficient that it is not on the Prohibited Entities List before for SUNY to determine the labor conditions the contract assignment will be approved by the applicable to the manufacture of the apparel or 21. RECIPROCITY AND SANCTIONS State. sports equipment. 
their principal place of business is located in a 
PROVISIONS. Bidders are hereby notified that if 

During the term of the Contract, should the state 
country, nation, province, state or political 25. PROCUREMENT LOBBYING. To the extent agency receive information that a person (as 
subdivision that penalizes New York State this agreement is a “procurement contract” as defined in State Finance Law §165-a) is in 
vendors, and if the goods or services they offer will defined by State Finance Law Sections 139-j and violation of the above-referenced certifications, 
be substantially produced or performed outside 139-k, by signing this agreement the contractor the state agency will review such information and 
New York State, the Omnibus Procurement Act of certifies and affirms that all disclosures made in offer the person an opportunity to respond. If the 
1994 and 2000 amendments (Chapter 684 and accordance with State Finance Law Sections 139- person fails to demonstrate that it has ceased its 
Chapter 383, respectively) require that they be j and 139-k are complete, true and accurate. In engagement in the investment activity which is in 
denied contracts which they would otherwise the event such certification is found to be violation of the Act within 90 days after the 
obtain. Contact the NYS Department of Economic intentionally false or intentionally incomplete, the determination of such violation, then the state 
Development, Division for Small Business, 30 State may terminate the agreement by providing agency shall take such action as may be 
South Pearl Street, Albany, New York 12245, for written notification to the Contractor in accordance appropriate and provided for by law, rule, or 
a current list of jurisdictions subject to this with the terms of the agreement. contract, including, but not limited to, imposing 
provision. sanctions, seeking compliance, recovering 

damages, or declaring the Contractor in default. 26. CERTIFICATION OF REGISTRATION TO 
INFORMATION SECURITY BREACH AND 
22. COMPLIANCE WITH NEW YORK STATE 

COLLECT SALES AND COMPENSATING USE The state agency reserves the right to reject any TAX BY CERTAIN STATE CONTRACTORS, NOTIFICATION ACT. Contractor shall comply bid, request for assignment, renewal or extension AFFILIATES AND SUBCONTRACTORS.  To the with the provisions of the New York State for an entity that appears on the Prohibited extent this agreement is a contract as defined by Information Security Breach and Notification Act Entities List prior to the award, assignment, Tax Law Section 5-a, if the Contractor fails to (General Business Law Section 899-aa; State renewal or extension of a contract, and to pursue make the certification required by Tax Law Technology Law Section 208). a responsibility review with respect to any entity Section 5-a or if during the term of the contract, that is awarded a contract and appears on the the Department of Taxation and Finance or SUNY 23. COMPLIANCE WITH CONSULTANT Prohibited Entities list after contract award. discovers that the certification, made under DISCLOSURE LAW If this is a contract for penalty of perjury, is false, then such failure to file consulting services, defined for purposes of this or false certification shall be a material breach of requirement to include analysis, evaluation, this contract and this contract may be terminated, research, training, data processing, computer by providing written notification to the Contractor 
THE FOLLOWING PROVISIONS SHALL APPLY ONLY TO THOSE CONTRACTS TO WHICH A HOSPITAL OR OTHER HEALTH SERVICE FACILITY IS A PARTY 

27. Notwithstanding any other provision in this contract, the hospital or other health service facility remains responsible for insuring that any service provided pursuant to 
this contract complies with all pertinent provisions of Federal, state and local statutes, rules and regulations. In the foregoing sentence, the word "service" shall be construed 
to refer to the health care service rendered by the hospital or other health service facility. 

28. (a) In accordance with the 1980 Omnibus Reconciliation Act (Public Law 96-499), Contractor hereby agrees that until the expiration of four years after the furnishing of 
services under this agreement, Contractor shall make available upon written request to the Secretary of Health and Human Services, or upon request, to the Comptroller 
General of the United States or any of their duly authorized representatives, copies of this contract, books, documents and records of the Contractor that are necessary to 
certify the nature and extent of the costs hereunder. 

(b) If Contractor carries out any of the duties of the contract hereunder, through a subcontract having a value or cost of $10,000 or more over a twelve-month period, 
such subcontract shall contain a clause to the effect that, until the expiration of four years after the furnishing of such services pursuant to such subcontract, the subcontractor 
shall make available upon written request to the Secretary of Health and Human Services or upon request to the Comptroller General of the United States, or any of their duly 
authorized representatives, copies of the subcontract and books, documents and records of the subcontractor that are necessary to verify the nature and extent of the costs of 
such subcontract. 

(c) The provisions of this section shall apply only to such contracts as are within the definition established by the Health Care Financing Administration, as may be 
amended or modified from time to time. 
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SUNY CANTON
%
BBA MANAGEMENT
%

STUDENT INTERNSHIP ACCOUNTABILITY/CONFIDENTIALITY AGREEMENT
%

This statement is to affirm my understanding of the conditions under which I am applying for BBA Management 
Program Internship. 

I understand that to register for the internship I must: 
1. have completed at least 100 credit hours in the program; 
2. have a minimum overall GPA 3.0; 
3. have taken at least 15 credit hours of coursework at SUNY Canton 
4. complete 40 hours per credit for which I register; 

I understand that during my internship I will not represent myself as anything other than a student intern, and I 
agree not to place myself or allow myself to be placed in dangerous situations. I will dress appropriately and 
conduct myself in a respectful manner to all personnel encountered throughout my experience. I will maintain 
confidentiality with all individuals and information that I may obtain during my internship. 

I understand the objectives of the internship, which must be articulated/displayed in the portfolio: 
(1) Synthesize the knowledge gained in the classroom and apply it to actual business situations 
(2) Engage in assignments and complete activities as determined by the sponsor.  	These activities may 

include but are not limited to information and data gathering, analysis, planning, implementation, and 
evaluation, with the expectation that they will be accomplished in a timely manner as directed. 

(3) Describe the functions of the organization and how they relate to the mission of the organization. 
(4) Interact with the sponsor’s external customers, service providers and other stakeholders under the
%

direction and control of the sponsor.
%
(5) Obtain field supervisor evaluations and a letter of recommendation. 

I understand that the college or the site supervisor retains the right to terminate the internship 
placement, should misconduct be observed or discovered or in the event failure is imminent. 

I understand that to fulfill the academic requirements and graduate from the BBA in Management, I must 
successfully: 

•	 complete BSAD 406 – Cumulative Experience for the BBA in Management 
•	 fulfill the hours approved by the Curriculum Coordinator or my Academic Advisor for the BBA
%

Management degree.
%
•	 Failure of two internships will result in dismissal from the program. 

Furthermore, I agree to release SUNY Canton, the officers, and faculty of same from all legal liability for any 
injury that I may sustain during the performance of activities as a student intern. 

I hereby accept these conditions under which my application for BBA in Management internship is being 
made. 

Student Intern  	 (S)____________________________________________ 

Curriculum Coordinator (S)____________________________________________ 

Student Internship Accountability / Confidentiality Agreement Appendix E	 Page 15 of 28 



	

	 	 	

	
	

	

	
	

Student	Name	 Date	 

Supervisor	Name	 

Weekly Internship Time Sheet
Location	of	Internship	 

Timesheet	for	the	Week	of	 

Date Hours	Worked	 Summary	of Activities	for	the	Day 
Monday	 
Tuesday 
Wednesday 
Thursday 
Friday	 
Saturday 
Sunday 

TOTAL	 

Description	 of	 Learning	Objective(s)	 met	during	this	time	 period	 

Student	Signature	 Date 

Sponsor/Supervisor	 Signature Date 

Curriculum	Coordinator	 Signature	 Date 

Cumulative	 Hours	 Completed	 for	Internship	 to	 Date	 

Weekly Internship Time Sheet Appendix F Page 16 of 28 









 
    

   
   

 
    

 

 

  

   

     

  

   

   

  

   

 

  
 

 

STATE UNIVERSITY OF NEW YORK at CANTON 
Student Self-Evaluation of Internship Form 

BBA in Management Degree 

Introduction and Purpose: 

Congratulations on completing your internship! We hope that you had a positive, productive, and successful 
experience. The purpose of this evaluation is to provide you with an opportunity to (i) reflect on your internship 
activities and (ii) offer your candid and honest assessments of your performance and degree of learning during the 
internship, and the overall quality of the internship experience. This evaluation is an important tool in our program 
of continuous improvement, and it provides valuable data and information that will be used to identify areas 
where changes and improvements are needed and to help us improve the educational experiences for future 
students. 

Evaluation Composition: 

The evaluation is composed of the following parts: 

Part I: General Informational Items 

Part II: Your Evaluation of the Organizational Environment of the Internship Site 

Part III: Evaluation of Your Internship Performance 

Part IV: Evaluation of Your Degree of Learning 

Part V: Summary Evaluation and Other Comments 

Part VI: Demographic Information 

General Instructions: 

ϭ.		 Please give careful consideration to all of the items in the evaluation form and provide thoughtful, candid, and 
accurate responses to each of the items. 

Ϯ.		 For each evaluation item, please also provide specific comments and suggestions for changes and 
improvements. 

3.		 Your identity will remain anonymous and confidential in any reports that are produced from this evaluation. 
Your responses will be combined with those of other student interns in your program of study to create 
summary reports that will be used by faculty and administrators to improve the BBA in Management degree. 

Student Intern Self Evaluation Form Appendix G - Page �		 Page 17 of 28 



    

 

 

  

  

  

  

  

PART I: GENERAL INFORMATIONAL ITEMS
*

Your Name: 

Host Company/Organization: 

Mailing Address: Street Address: 

City: State or Province: 

Zip or Postal Code: Country: 

Your Position/Role: 

Curriculum Coordinator: 

Supervisor Position/Title: 

Supervisor Contact Information: Phone Number: 

Supervisor Email: 

Duration of Internship: Starting Date: Ending Date: 

Date of Self-Evaluation: 

How did you obtain your internship site? 

� On My Own 

� Career Services Office 

� Career/Job Fairs 

� School of Business and >iberal Arts /nternship Website 'uide 

� Faculty Member 

� Contacts at Work 

� Friends/Relatives 

� Other (please specify): 

Please provide a brief description of your job responsibilities during the internship: 
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PART II: YOUR EVALUATION OF THE ORGANIZATIONAL ENVIRONMENT OF THE INTERNSHIP SITE
*

For each of the following aspects of the organizational environment of your internship site, please mark the box in 
the rating scale that most closely corresponds to your evaluation of the quality of that environmental aspect. 
Please also feel free to offer comments and suggestions for changes and improvements in the spaces provided. 

1 = Poor 2 = Below Average 3 = Fair 4 = Good 5 = Excellent 

Evaluation Items 1 2 3 4 5 

1. Orientation to Policies and Practices 

Comments: 

2. Work Atmosphere 

Comments: 

3. Formal Training Received 

Comments: 

4. Informal Training Received 

Comments: 

5. Supervision Received 

Comments: 

6. Roles and Responsibilities 

Comments: 

7. Work Assignments 

Comments: 

8. Feedback on Work Performed 

Comments: 

9. Participation in Organizational Operations 

Comments: 

10. Interaction with Co-workers 

Comments: 

11. Opportunities to Use My Abilities 

Comments: 

12. Learning Opportunities 

Comments: 

13. Overall Organizational Environment 

Comments: 
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PART III: EVALUATION OF YOUR INTERNSHIP PERFORMANCE
*

For each of the following internship dimensions, please mark the box in the rating scale that most closely 
corresponds to your evaluation of your performance on that dimension during the internship. Please also feel free 
to offer comments and suggestions for changes and improvements in the spaces provided. 

1 = Poor 2 = Below Average 3 = Fair 4 = Good 5 = Excellent 

Evaluation Items 1 2 3 4 5 

1. Quality of Work: The degree to which your 
work was thorough, accurate, and completed 
in a timely manner 

Comments: 

2. Ability to Learn: The extent to which you 
asked relevant questions; sought out 
additional information from appropriate 
sources; understood new concepts, ideas, 
and work assignments; and were willing to 
make needed changes and improvements 

Comments: 

3. Initiative and Creativity: The degree to 
which you were self-motivated; sought out 
challenges and/or more work; approached 
and solved problems on your own; and 
developed innovative and creative ideas, 
solutions, and/or options 

Comments: 

4. Character Traits: The extent to which you 
demonstrated a confident and positive 
attitude; exhibited honesty and integrity on 
the job; were aware of and sensitive to 
ethical and diversity issues; and behaved in 
an ethical and professional manner 

Comments: 

5. Dependability: The degree to which you 
were reliable; followed instructions and 
appropriate procedures; were attentive to 
detail; and required supervision 

Comments: 

6. Attendance and Punctuality: The degree to 
which you reported to work as scheduled 
and on-time 

Comments: 
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1 = Poor 2 = Below Average 3 = Fair 4 = Good 5 = Excellent 

Evaluation Items 1 2 3 4 5 

7. Organizational Fit: The extent to which you 
understood and supported the organization’s 
mission, vision, and goals; adapted to 
organizational norms, expectations, and 
culture; and functioned within appropriate 
authority and decision-making channels 

Comments: 

8. Response to Supervision: The degree to 
which you sought supervision when 
necessary; were receptive to constructive 
criticism and advice from your supervisor; 
implemented suggestions from your 
supervisor; and were willing to explore 
personal strengths and areas for 
improvement 

Comments: 
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PART IV: EVALUATION OF YOUR DEGREE OF LEARNING
*

Section I: Please list the internship learning objectives as specified in your internship learning agreement and, for 
each learning objective, please mark the box in the rating scale that most closely corresponds to your assessment 
of the degree to which you believe that you were successful in achieving that objective during the internship. 
Please also feel free to offer comments and suggestions for changes and improvements in the spaces provided. 

1 = Very Unsuccessful 2 = Unsuccessful 3 = Successful 4 = Very Successful 

Learning Objectives 1 2 3 4 

1. 

Comments: 

2. 

Comments: 

3. 

Comments: 

4. 

Comments: 

5. 

Comments: 

6. 

Comments: 

7. 

Comments: 

8. 

Comments: 

9. 

Comments: 

10. 

Comments: 

11. 

Comments: 

12. 

Comments: 

13. 

Comments: 
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Section II: The School of Business and >iberal Arts has identified several intended student learning outcomes it 
expects students to have achieved upon completion of the Bachelor of Business Administration in Management. 
Considering the contribution to your learning provided by your internship experience, mark the box in the rating 
scale for each of the following intended learning outcomes that most closely corresponds to your assessment of 
the degree to which you believe that you have been successful in achieving that outcome. Please also feel free to 
offer comments and suggestions for changes and improvements in the spaces provided. 

1 = Very Unsuccessful 2 = Unsuccessful 3 = Successful 4 = Very Successful 

IŶtĞŶĚĞĚ StƵĚĞŶt >ĞaƌŶŝŶŐ OƵtĐŽŵĞƐ 
Students will be able to: 1 2 3 4 

Comments: 

Comments: 

Comments: 

Comments: 

Comments: 

Comments: 

Comments: 

Comments: 

AŶaůǇǌĞ ƋƵaŶtŝtatŝǀĞ aŶĚ ƋƵaůŝtatŝǀĞ ŝŶĨŽƌŵatŝŽŶ tŽ 
ĐŽŵƉaƌĞ aŶĚ ĐŽŶtƌaƐt aůtĞƌŶatŝǀĞƐ tŽ ƌĞaĐŚ a ĚĞĨĞŶƐŝďůĞ 
ƐŽůƵtŝŽŶ 

�ĞŵŽŶƐtƌatĞ tŚĞ aďŝůŝtǇ tŽ ŝĚĞŶtŝĨǇ aŶĚ ĞǀaůƵatĞ 
ƌĞůĞǀaŶt ŝŶĨŽƌŵatŝŽŶ ĨŽƌ ĚĞĐŝƐŝŽŶͲŵaŬŝŶŐ 

EǆƉƌĞƐƐ ŝĚĞaƐ ĐůĞaƌůǇ͕ ůŽŐŝĐaůůǇ͕ aŶĚ ƉĞƌƐƵaƐŝǀĞůǇ ŝŶ ďŽtŚ 
Žƌaů aŶĚ ǁƌŝttĞŶ ĨŽƌŵatƐ 

AƉƉůǇ tŚĞ aƉƉƌŽƉƌŝatĞ ĐŚŽŝĐĞ ŽĨ ĨŽƌŵat aŶĚ 
ĐŽŵŵƵŶŝĐatŝŽŶƐ ŵĞĚŝƵŵ 

RĞůatĞ aŶĚ ŝŶtĞƌƉƌĞt ĞƐƐĞŶtŝaů ĐŽŶĐĞƉtƐ ŽĨ aĐĐŽƵŶtŝŶŐ͕ 
ĞĐŽŶŽŵŝĐƐ͕ ĨŝŶaŶĐĞ͕ ůaǁ aŶĚ ŵaƌŬĞtŝŶŐ tŽ tŚĞ ĚŝƐĐŝƉůŝŶĞ 
ŽĨ ŵaŶaŐĞŵĞŶt 

�ĞƐĐƌŝďĞ tŚĞ ĞǆtĞƌŶaů ĨŽƌĐĞƐ ;Ğ͘Ő͘ ůĞŐaůͬƌĞŐƵůatŽƌǇ͕ 
ĞĐŽŶŽŵŝĐ͕ ŐůŽďaů͕ ŝŶĚƵƐtƌǇ aŶĚ ĐƵƐtŽŵĞƌͿ aƉƉůŝĐaďůĞ tŽ 
ďƵƐŝŶĞƐƐ ŽƉĞƌatŝŽŶƐ 

RĞĐŽŐŶŝǌĞ ĞtŚŝĐaů aŶĚ ƐŽĐŝaů ƌĞƐƉŽŶƐŝďŝůŝtǇ ŝƐƐƵĞƐ ŝŶ a 
ďƵƐŝŶĞƐƐ ĞŶǀƌŝƌŽŶŵĞŶt͘ 

CŽŶĚƵĐt a ƉƌŽĐĞƐƐ ŽĨ ĞtŚŝĐaů ŝŶƋƵŝƌǇ tŽ ƌĞƐŽůǀĞ a ĚŝƐƉƵtĞ 
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Students will be able to: 1 2 3 4 

Comments: 

Comments: 

Comments: 

Comments: 

Comments: 

Comments: 

Comments: 

Comments: 

EǆƉůaŝŶ tŚĞ ŝŵƉůŝĐatŝŽŶƐ ŽĨ ŵƵůtŝĐƵůtƵƌaů ŝƐƐƵĞƐ 
ƌĞůatĞĐĚ tŽ ƐƉĞĐŝĨŝĐ ďƵƐŝŶĞƐƐ ƐĐĞŶaƌŝŽƐ 

CŽŵƉaƌĞ aŶĚ ĐŽŶtƌaƐt tŚĞ ĐŚaƌaĐtĞƌŝƐtŝĐƐ ŽĨ ďƵƐŝŶĞƐƐ 
ƐtƌƵĐtƵƌĞƐͬůĞŐaů ĞŶtŝtŝĞƐ 

AƉƉůǇ ĨƵŶĚaŵĞŶtaů ƉƌŝŶĐŝƉůĞƐ ŽĨ tŽƌt͕ ĐŽŶtƌaĐt͕aŐĞŶĐǇ͕ 
ŝŶtĞůůĞĐtƵaů ƉƌŽƉĞƌtǇ aŶĚ ĞŵƉůŽǇŵĞŶt ůaǁ ŝŶ aŶaůǇǌŝŶŐ 
ďƵƐŝŶĞƐƐ ĚĞĐŝƐŝŽŶƐ 

WŽƌŬ ĐŽoƉeƌatŝǀĞůǇ aŶĚ ĞĨĨĞĐtŝǀĞůǇ ŝŶ a ĐƌŽƐƐ 
ĚŝƐĐŝƉůŝŶaƌǇ tĞaŵ 

EǆƉůaŝŶ tŚĞ ƐŬŝůůƐ ŶĞĐĞƐƐaƌǇ tŽ ŝŶĨůƵĞŶĐĞ͕ ŝŶƐƉŝƌĞ͕ aŶĚ 
ŵŽtŝǀatĞ ŝŶĚŝǀŝĚƵaůƐ aŶĚ ŐƌŽƵƉƐ tŽ aĐŚŝĞǀĞ ƌĞƐƵůtƐ 

IĚĞŶtŝĨǇ ƌĞůĞǀaŶt ƌĞƐŽƵƌĐĞƐ tŽ ƉƌŽĚƵĐĞ a ƉƌŽĚƵĐt Žƌ 
ƐĞƌǀŝĐĞ 

AƉƉƌŽƉƌŝatĞůǇ ŵaŶaŐĞ ƌĞƐŽƵƌĐĞƐ ďaƐĞĚ ŽŶ tŚĞŝƌ 
ƌĞĐŽŐŶŝǌĞĚ aǀaŝůaďŝůŝtǇ 

EǆƉůaŝŶ ŚŽǁ ŽƉĞƌatŝŶŐ ŝŶ a ŐůŽďaů ŵaƌŬĞtƉůaĐĞ ĐƌĞatĞƐ 
ďƵƐŝŶĞƐƐ ŽƉƉŽƌtƵŶŝtŝĞƐ aŶĚ ĐŚaůůĞŶŐĞƐ 

1 = Very Unsuccessful 2 = Unsuccessful 3 = Successful 4 = Very Successful 

IŶtĞŶĚĞĚ StƵĚĞŶt >ĞaƌŶŝŶŐ OƵtĐŽŵĞƐ 
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Students will be able to: 1 2 3 4 

Comments: 

Comments: 

AŶaůǇǌĞ ŽƉĞƌatŝŽŶƐ tŽ ŝĚĞŶtŝĨǇ ŽƉƉŽƌtƵŶŝtŝĞƐ 
aŶĚ ĚĞǀĞůŽƉ ƉůaŶƐ tŽ ůĞǀĞƌaŐĞ ĚŝŐŝtaů 
tĞĐŚŶŽůŽŐŝĞƐ aŶĚ ŝŶŶŽǀatŝŽŶ ŝŶ ďƵƐŝŶĞƐƐ 
ƉƌŽĐĞƐƐĞƐ 

IĚĞŶtŝĨǇ aŶĚ ƵtŝůŝǌĞ aƉƉƌŽƉƌŝatĞ ĐŽŵƉƵtĞƌ aƉƉůŝĐatŝŽŶƐ 
ĨŽƌ aŶaůǇƐŝƐ aŶĚ Ěata ƉƌĞƐĞŶtatŝŽŶ 

1 = Very Unsuccessful 2 = Unsuccessful 3 = Successful 4 = Very Successful 

IŶtĞŶĚĞĚ StƵĚĞŶt >ĞaƌŶŝŶŐ OƵtĐŽŵĞƐ 
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PART V: SUMMARY EVALUATION AND OTHER COMMENTS
*

1. Please indicate the overall extent to which the BBA ŝŶ DaŶaŐĞŵĞŶt prepared you for your ŝŶtĞƌŶƐŚŝƉ ĞǆƉĞƌŝĞŶĐĞ͗ 

Excellent Preparation Good Preparation Fair Preparation Inadequate Preparation 

Comments:  

2. Please indicate the overall extent to which your internship experience contributed to your professional and 
career development: 

Significant Contribution Some Contribution Little Contribution No Contribution 

Comments:  

3. Please indicate the overall extent to which the internship experience met your expectations: 

Exceeded My 
Expectations 

Met All of My 
Expectations 

Met Most of My 
Expectations 

Met Some of My 
Expectations 

Met None of My 
Expectations 

Comments:  

4. Please indicate your evaluation of the overall quality of your internship experience: 

Excellent Good Fair Poor 

Comments:  

We would also very much appreciate your comments pertaining to the following items: 

With what aspect(s) of your internship were you the most satisfied? 

Comments: 

With what aspect(s) of your internship were you the least satisfied? 

Comments: 

Would you recommend your internship site to other students? 

Comments: 

Do you have other comments and/or suggestions that you would like to share? 

Comments: 
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PART VI: DEMOGRAPHIC INFORMATION
*

Gender: � Female � Male 

Age: � Under 20 � 20 � 21 � 22 

� 23 � 24 � 25-30 � Over 30 

Enrollment Status: � Full-Time � Part-Time 

Residence: � On-Campus � Off-Campus 

Minors: 1. 

2. 

3. 

4. 

Student Signature Date 

Thank you very much for your assistance in this important process of continuous improvement. The valuable input 
that you provided in this evaluation will help us to improve the BBA in Management at SUNY Canton. 
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Student Intern Appraisal Form

Unsatisfactory Needs  
Improvement

Satisfactory Excellent

Interpersonal Skills
Verbal Skills
Writing Skills
Quality of Work Provided
Volume of Work Completed
Accuracy
Ability to Resolve Problems
Initiative and Enthusiasm
Dependability
Flexibility / Adaptability
Attendance

Overall Rating

Comments:

Employer Directions:  Please provide an accurate assessment of the following intern.  This      
appraisal is a major component in the overall evaluation of this student.  Thank you for your   
support and we look forward to working with you in the future.

Completed by:_____________________________    Title:______________________

Date:____________________________________    Please return this form to:

Intern Name:______________________________  Internship Term__________

Employer / Organization_____________________________________________
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