Insurance and Risk Management Program

Internship Instructions

Summer 2007
We are proud of our internship program, and proud that you will be a part of it.  I know that two major benefits will come from your internship:

1. You will grow

· in your knowledge of the insurance industry and specifically of one segment of it,

· in your level of maturity and preparedness to enter the industry, and

· in your self confidence.

2.  You will continue ISU’s reputation for students who

· work hard,

· are eager to learn,

· are pleasant team members, and

· will become top industry professionals.

Please take time NOW to review the other items on the website:

1.  your To Do List

2.  INS 439 syllabus 

3.  a sample Daily Record form 

4.  a sample Weekly Report form (you are NOT limited to the space on the page for your answers!)

5.  an example of Joe Smith’s Overall Internship Recap

I will be in my office a lot during the summer, though I hope to visit you at your site.  E-mail or mail your reports every Friday so I know how you are doing.

TO DO LIST

1.  Register for the insurance internship class (INS439) in Summer II, Fall, or Spring (per discussion with your academic advisor).

2.  Review Insurance Internship Term Paper instructions.

3.  Each day make a Daily Record.  This provides the material for your weekly report.

· You do not need to keep track of every hour.

· You should keep recording what you are doing and what you have learned.

· Some students feel it is beneficial to keep an open Word document or tablet by the phone to record activities as they happen, rather than waiting until the end of the day or (gasp!) end of the week to try to remember what all they accomplished.

4.  Each week create (and e-mail Rachel Williams) a Weekly Report AND Daily Records.

5.  Internship Term Paper due date:  Must be received by August 3, 2007 before 4:00 p.m.  Term papers may not be e-mailed or faxed to the office but must be mailed or hand delivered.  Carefully follow the instructions. It is HIGHLY suggested that you not wait until your final week of your internship to begin these interviews.  
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