Time Sheets and Daily Journal Duties/Responsibilities. (APPENDIX B)

WEEKLY Student Internship Timesheets- Due weekly by Sunday at 5 p.m.

Internship timesheets must be submitted to the faculty advisor and business internship advisor by 5 p.m. on Sunday and on a WEEKLY basis. Remember completed timesheets ARE a part of the final grade! Please provide detailed information regarding activities/duties during each day as well as any additional comments.

	Student Name:

	Supervisor Name:

	Name of Organization:

	Week of ______________________________  to  ______________________________

	Day and Date (month and day)
	Hours each day
	Journal daily duties and responsibilities. 

	Monday: ______
	
	

	Tuesday: ______
	
	

	Wednesday:______
	
	

	Thursday: _______
	
	

	Friday: _______
	
	

	Saturday: _______
	
	

	Sunday: _______
	
	

	Weekly hours
	
	THIS SECTION SHOULD INCLUDE THIS WEEKS HOURS

	Total internship hours 
	
	THIS SECTION SHOULD INCLUDE YOUR TOTAL HOURS
























NOTE: Time sheets must be signed by the employer or attending supervisor otherwise hours will not be considered. Submitting all timesheets at the end of the semester will result in an F and hours will not be considered. 
Student Signature: ___________________________________  	Date: _____________________
Supervisor Signature: _______________________________ 	Date: _____________________

