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Dear Harmon College Student, 

Congratulations on reaching an important milestone in your academic journey at the University of Central 
Missouri! Your internship experience is a vital part of your professional development, providing the 
opportunity to apply classroom learning in real-world settings while exploring potential career paths and 
building your confidence as a future professional. 

This Internship Program Manual has been carefully designed to guide you through the internship process 
and provide the resources you need to be successful. Whether you are preparing for your first internship 
or continuing to grow your experience, our office is here to support you every step of the way. 

Internships are a key component of career readiness for students in business and professional studies. 
They allow you to gain hands-on experience, expand your network, and develop the practical skills that 
employers value. We encourage you to take ownership of your internship search, while also utilizing the 
guidance and tools available through our office, faculty advisors, and campus resources. 

This manual outlines our internship process, expectations, and the support available to you through the 
Harmon College Internship Office. We are here to help you succeed and encourage you to reach out 
whenever you have questions 

We are excited to support you on this journey and look forward to celebrating your success. 

Sincerely,​
  

 

 

 

Sydney Moechoe​
 Partnership Development & Internship Coordinator​
 Harmon College of Business and Professional Studies​
 University of Central Missouri 
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Overview  

At the University of Central Missouri, internships are an essential part of your academic 
journey, offering you the chance to apply what you've learned in the classroom to 
real-world settings. While students are responsible for searching for and securing their own 
internship opportunities, the Harmon College Internship Office is here to provide the 
resources, guidance, and support needed to help you succeed in your search. Through this 
experience, you'll gain valuable professional skills, build industry connections, and enhance 
your career readiness. 

The Harmon College Internship Office is committed to supporting students in securing 
valuable internship experiences that align with their academic and professional goals. 

 

Purpose of the Harmon College Internship Office: 

The Harmon College Internship Program provides students with the opportunity to gain 
hands-on, real-world experience relevant to their field of study. Internships help students 
develop professional skills, build industry connections, and enhance career readiness. 

 

Benefits of Completing an Internship: 

●​ Gain practical hands-on experience in your field 
●​ Apply academic knowledge in real-world settings 
●​ Build a professional network and relationships with potential employers 
●​ Develop professional skills and workplace competencies  
●​ Enhance your resume and career prospects 
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Majors We Serve  

*Required for Degree Completion 

Undergraduate:  

●​ Accountancy 
●​ Aviation Management 
●​ Big Data & Business Analytics 
●​ Computer Information Systems 
●​ Economics 
●​ Entrepreneurship & Social Enterprise* 
●​ Events Marketing and Management* 
●​ Finance 
●​ International Business 
●​ Leadership* 
●​ Management 
●​ Marketing 
●​ Public Relations and Strategic Communications* 
●​ Sport Management* 
●​ Supply Chain Management* 

 

Graduate: 

●​ Accountancy 
●​ Aviation Safety 
●​ Big Data Analytics and Information Technology 
●​ Computer Information Systems and Information Technology 
●​ Master of Business Administration 
●​ Sport Management* 
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Eligibility & Credit Hour Breakdown 

To qualify for internship enrollment, students must meet major-specific academic 
requirements and follow program procedures. Students are strongly encouraged to consult 
the UCM Undergraduate or Graduate Course Catalog for the most current internship 
policies specific to their major. Your Academic Success Advisor can assist you in 
verifying credit eligibility and confirming the appropriate semester to complete your 
internship. 

General Eligibility Requirements (Varies by Major): 

●​ Must meet GPA and completed credit hour requirements for your major 
●​ Must complete required prerequisite coursework required by major 
●​ Must be admitted to the BSBA program 
●​ Must meet program specific approvals 

Examples (not limited to): 

●​ Accountancy: 2.65 GPA, Completion of 60 credit hours, Admission to BSBA 
Program  

●​ Big Data & Business Analytics, Economics, Finance, & Marketing: 2.5 GPA, 
Completion of 60 credit hours, Admission to the BSBA Program 

●​ Public Relations & Strategic Communication: Completion of PR 3610 and 3620 
with a grade C or higher 

●​ Management Concentrations: 2.5 GPA, Completion of 60 credit hours, 
Admission to the BSBA Program 

●​ Sport Management: Completion of SM 4000 with a grade of C or higher  
●​ MBA: Must have approval from MBA Director 
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Credit & Work Hour Breakdown:  

 

●​ All required hours must be completed during the semester of enrollment  
●​ Internships must be completed as a single employer unless approved in advance by 

the Internship Office  
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Internship Search & Resources  

Your Internship Search Starts with You  

Finding the right internship is a crucial step in your academic and professional journey, but 
it’s also your responsibility. While the Harmon College Internship Office is here to support 
and guide you, students are expected to take initiative in researching, applying to, and 
securing their internship opportunities. The more proactive and organized you are, the 
better your chances of finding an experience that aligns with your career goals. 

 

When to Start Searching: 

We recommend beginning your internship search AT LEAST one semester in advance of 
when you plan to enroll. This gives you time to prepare your materials, apply to multiple 
opportunities, and meet all eligibility and enrollment deadlines. 

 

Top Search Platforms  

The following platforms are suggested resources to help you begin your search. 
However, students are responsible for conducting their own research beyond these tools to 
find opportunities that match their interests and goals. Internship opportunities can vary 
by industry, location, and season, so staying proactive is essential. 

●​ Handshake – UCM’s internship and job platform 
●​ MO Intern Connect – Missouri-based internships 
●​ LinkedIn – Search, apply, and network 

○​ Connect with UCM Harmon College Internship Office 
●​ Indeed – Broad job board 
●​ Teamwork Online – Sports industry internships 
●​ USAJobs – Federal opportunities 
●​ JSFirm – Aviation internships 
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Search Tips & Strategies 

●​ Start early – Treat your search like a class project: research, stay organized, and give 
yourself deadlines. 

●​ Tailor your materials – Use different resumes and cover letters based on the roles 
you apply for. 

●​ Follow up professionally – After submitting applications or conducting interviews, 
follow up with a thank-you note. 

●​ Track your applications – Keep a spreadsheet or list of where you’ve applied and 
their deadlines. 

 

Leverage Your Network  

●​ Attend Career Fairs & Networking Events 
●​ Connect with Faculty & Advisors who may know of opportunities 
●​ Reach out to Alumni or Employers for informational interviews and referrals 

 

Support from the Career & Life Design Center  

The Career & Life Design Center is an excellent resource for internship and job readiness. 
You can receive personalized help with: 

●​ Resume & Cover Letter Reviews 
●​ LinkedIn Profile Guidance 
●​ Interview Coaching & Mock Interviews 
●​ Walk-In Service Experience (W.I.S.E.) advising 
●​ Career exploration and job search strategies 
●​ Professional Clothing Studio  
●​ Life Design Course (UNIV 3100) 
●​ And More 

** If you interview with several companies for your internship, please provide the 
professional courtesy of informing the other companies (in writing) that you’ve decided to 
accept another offer.** 
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Job Expectations 

Internship That Qualify: 

●​ The internship must involve work relevant to the student’s career field. 

●​ The role should include real responsibilities that contribute to skill development. 

●​ Internships should provide meaningful learning experiences beyond basic tasks. 

Internships That Will NOT be Approved: 

●​ Roles consisting only of administrative busy work (e.g., filing, answering phones 

without additional responsibilities). 

●​ Positions that do not offer opportunities for skill development or industry-related 

experience. 

**If you’re unsure whether a position qualifies, consult with the Internship Office 
Coordinator before applying by emailing a PDF copy of the job description. 

Important Questions to Consider: 

●​ What is your career path? - What direction do you want to take in your career after 

graduation? 

●​ Where do you need more experience? - Identify the areas where you could use 

more practical experience before finishing your degree. 

●​ What do you want to gain from your internship? - Consider the skills, 

knowledge, or connections you hope to develop. 
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Intern/Student Responsibilities 

Intern/Student Responsibilities: 

●​ Professionalism & Conduct 
○​ Maintain a professional attitude and adhere to workplace policies. 
○​ Conduct yourself ethically and represent UCM and the Harmon College well. 

●​ Work Commitment & Credit Requirements 
○​ Complete all required work hours within the designated semester. 
○​ Remain at the same employer for the duration of the internship. 
○​ Ensure the role is relevant to your major and career goals (not just 

administrative tasks). 
●​ Academic & Communication Responsibilities 

○​ Communicate with your academic advisor to confirm your internship credit 
plan. 

○​ Submit a job description to the internship office for approval to verify the 
role aligns with program requirements. 

○​ Check your UCM email & BrightSpace regularly for internship-related 
assignments and deadlines. 

●​ Performance & Learning Goals 
○​ Engage in meaningful learning experiences and seek opportunities for skill 

development. 
○​ Actively participate in goal-setting with your supervisor and take initiative in 

your role. 
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Supervisor Responsibilities 

Supervisor Responsibilities: 

●​ Internship Structure & Learning Opportunities 
○​ Provide the intern with real responsibilities related to their career field. 
○​ Offer a structured learning experience that contributes to the intern’s skill 

development. 
○​ Ensure the intern has the necessary resources and support to perform their 

tasks. 
●​ Oversight & Evaluation 

○​ Participate in a midpoint check-in conducted by the Harmon College 
Internship Office. 

○​ Complete a final evaluation of the intern’s performance and provide 
constructive feedback. 

○​ Verify and approve the intern’s work hour log to ensure they meet credit 
requirements. 

●​ Communication & Professional Development 
○​ Set clear performance goals and expectations at the start of the internship. 
○​ Provide mentorship and feedback to support the intern’s growth. 
○​ Notify the Harmon College Internship Office if issues arise that may impact 

the intern’s success. 
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Coursework Requirements  
Internship = Academic Credit = Real Work 

Just like any other course at UCM, the internship course includes required assignments. 
These assignments are designed to help you reflect on your experience, connect 
classroom learning to your job, and grow as a young professional. You are not just 
earning credit for hours worked—you’re earning it for intentional learning. 

 

Think of the assignments as tools to: 

●​ Set and track meaningful learning goals 
●​ Document progress and problem-solving skills 
●​ Reflect on your growth and performance 
●​ Prepare for future opportunities through updated resumes, presentations, and 

reports 

 

What to expect (not limited to): 

●​ Expectations Discussion Board 
●​ SMART Goal Setting 
●​ Internship Project or Reflection Paper 
●​ Conflict or Challenge Analysis 
●​ Final Presentation 

If you ever feel unsure about an assignment or how to manage it alongside your work 
hours, contact your Internship Coordinator for support. We’re here to help you succeed! 

 

** Reminder: You are enrolled in a course that appears on your transcript and 
contributes to your degree. Failing to complete coursework is the same as not completing 
a traditional class; it can result in a failing grade. 
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Internship Office Application Process 

 
1.​ Review the HCBPS Student Internship Program Manual. 

 

2.​ Prepare Materials: 
○​ Internship Application- Complete Digitally  
○​ Memo of Understanding (MOU) 
○​ Job Description & Offer Letter- Have the company provide you with a Job 

Description and Offer Letter for your internship. 

 

3.​ Submit Application: Email all documents in one submission to 
HarmonIntern@ucmo.edu AND the internship coordinator.  

 

4.​ Approval & Enrollment: Once approved, you will be enrolled by the Coordinator 

 

5.​ Begin Internship: Track hours, complete assignments, and maintain 
communication 

 

6.​ Important: Incomplete applications will not be processed. Forms must be filled out 
and signed digitally. 

 

All necessary and pertinent information must be submitted by the first day of the 
month prior to the beginning of each semester. Please reach out in advance if you 
need more time. 

 

**To receive academic credit for the internship, both the employer and the internship 
must be approved by the Harmon College Internship Office Coordinator.** 
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Internship Course 
Syllabus  
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Undergraduate Internship Syllabus  
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Graduate Internship Syllabus 
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Required Forms 
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Internship Application  
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LEARNING OBJECTIVES 

PURPOSE OF LEARNING OBJECTIVES: 

Learning Objectives are statements that clearly define what you intend to learn during the 
semester. Since it is an academic internship, course credit is awarded for learning activities, not 
just for working. The objectives should help the student, the Site Supervisor, and the Internship 
Instructor evaluate the learning progress at the conclusion of the experience. Learning 
Objectives should not try to cover all aspects of the internship, but rather focus on select areas 
that you will be exposed to throughout the internship. Each Learning Objective should involve 
new learning, expanded growth, or improvement on the job. Furthermore, the outcomes should 
benefit both you and the organization. 

 

GUIDELINES FOR WRITING LEARNING OBJECTIVES: 
 

Writing the Learning Objectives is a collaborative effort between the student and the Site 
Supervisor. Both parties must agree on the objectives and consider the tasks that are necessary 
to accomplish them. Include the Learning Objectives as part of the Memo of 
Understanding.  

 
Each Learning Objective must be specific, measurable, limited to a single definite result, and 
have a completion date within the time period of the internship. A measurable Learning 
Objective is a statement that clearly and precisely describes what it is that you intend to 
accomplish by performing a task(s). 

 

When developing the Learning Objectives: 
●​ Avoid broad and general objectives; make them specific and as measurable as possible 
●​ The objectives should be realistic, considering the time constraint. How will I 

accomplish this objective (be specific)? 
●​ What knowledge (be specific) do I want to acquire during this internship? 
●​ What do I want to understand at the conclusion of this experience? 
●​ What new skills do I want to master as a result of the internship?  

 

The following are examples of tasks or goals; they are not Learning Objectives: 

●​ I want to work on PowerPoint presentations. 
●​ I want to answer questions about various programs offered. 
●​ I will become an “organizational specialist.” 
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●​ I want to undertake projects that enable me to gain further experience in sales. 
●​ I want to participate as a team member in day to day office tasks. 
●​ I want to be the best intern so that they’ll offer me a job! 
●​ I want to attend client meetings. 
●​ I want to have fun. 

 

Examples of strong Learning Objectives are: 

●​ I will improve my skills with the Bloomberg financial software by learning how to 
monitor certain asset classes through shadowing my supervisor and gaining hands-on 
experience. 

●​ I will network and establish professional contacts in the fashion industry by 
attending PR events and attending client meetings. 

●​ I will learn how to address buyers’ questions relating to commercial real estate by 
accompanying a Licensing Associate during a property viewing. 

●​ I will learn the editorial process of magazine publishing by attending staff 
meetings and shadowing the Chief Editor. 

●​ I will become proficient in Microsoft Excel by creating financial spreadsheets to 
be used to conduct company financial analyses. 

●​ I will develop better people skills and learn how to establish a strong financial advisor 
relationship by attending client meetings and listening to phone conversations. 

 

Satisfactory assessment of the Learning Objectives is based on: 
●​ Expressing what you plan to achieve throughout the internship and how it will be 

accomplished, 
●​ Effectively relating academic learning to the internship experience, 
●​ Adherence to the writing guidelines for Learning Objectives, 
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MEMO OF UNDERSTANDING 
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SAMPLE LETTER:  

THANK YOU FOR THE INTERVIEW 
 
 
1234 Someplace Street 
Warrensburg, MO 64093 
 
July 16. 2016 
 
Ms. Jane Doe 
Manager, Marketing Department 
Jane Media Services 
1234 Moonlight Rd. 
Warrensburg, MO, 64093 
 
 
Dear Ms. Doe: 
 
Thank you so much for the opportunity to meet with me on (Date). Our discussion regarding an 
internship with (Name of Employer) was very informative. I believe I could not only learn a great deal 
from your company, but could also be useful to (Name of Agency) on specialized projects. 
 
Please let me know if I can provide any further information. I look forward to hearing from you. Sincerely, 
 
 
(Signature)  

John Doe 
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SAMPLE LETTER: 
ACCEPTANCE OF AN INTERNSHIP 

 
 
When an offer of an internship is extended, it is most often communicated through a telephone conversation. If an offer is 
extended in the form of a letter, a follow-up telephone call will more than likely follow the letter. An acceptance letter by 
the student who has been granted an internship is optional. If you would like to write a letter of acceptance, the following 
example format and wording could be used. 

 
 
1234 Someplace Street 
Warrensburg, MO 64093 
 
July 16. 2016 
 
Ms. Jane Doe 
Manager, Marketing Department 
Jane Media Services 
1234 Moonlight Rd. 
Warrensburg, MO, 64093 
 
 
Dear Ms. Doe: 
 
Thank you so much for the opportunity to serve as an intern with (Name of Employer) this summer. I 
accept your offer and look forward to learning the many facets of the (Type of Industry) Industry. 
 
My understanding is that the starting date of this internship will be (Date) and will end on (Date). 
Please let me know if I can provide any further information at this time. 
 
Sincerely, 

(Signature) 

 
John Doe 

 

 

34 | Page 
April 2025  



 

SAMPLE LETTER:  
REFUSAL OF AN INTERNSHIP 

 
 
If you have been offered an internship by more than one organization, it will be necessary to choose one and accept the 
position. At the same time, it is also necessary to inform the organizations whose internships you do not accept that you 
will not be interning with them. This may be accomplished by telephone; however, a follow-up letter would be an added 
piece of professionalism. The following is a sample and should be modified to suit your particular situation. 

 
 
1234 Someplace Street 
Warrensburg, MO 64093 
 
July 16. 2016 
 
Ms. Jane Doe 
Manager, Marketing Department 
Jane Media Services 
1234 Moonlight Rd. 
Warrensburg, MO, 64093 
 
Dear Ms. Doe: 
 
I am writing to inform you that I have given careful consideration to your offer of an internship and I 
have decided not to accept the position as we discussed on (Date).  I was fortunate to have received 
another offer which better suits my educational interests. 
 
Thank you for the time and consideration you have given me. I appreciate it very much and regret not 
being able to accept your offer at this time. 
 
Sincerely, 

(Signature) 

 
John Doe 
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INTERVIEW & PROFESSIONAL DRESS  
 

Did you know that a hiring decision can take place within the first few minutes of your interview? This 
means that dressing appropriately and making a great first impression is very important.  

 

Business Formal is the standard dress code for a job or internship interview. Here are some attire tips and 
suggestions: 

•​ Skirt suit (preferably a dark color), which includes knee-length skirt, tailored jacket, and solid (or subtle 
patterned) blouse/top. 

•​ Pant suit (preferably a dark color), which includes tailored pants and a jacket. 
•​ Two-piece, single-breasted suit (preferably a dark color and solid and/or conservative pinstripes). 
•​ White dress shirt with a white undershirt underneath and a conservative tie.  
•​ Solid (or subtle-patterned) blouse or top.  
•​ Dark, polished shoes and matching socks.  
•​ Closed-toed shoes with no more than 1-2 inch heels. 
•​ Conservative and minimal jewelry. 
•​ Small to medium size purse. 
•​ Subtle make-up. 
•​ Conservative, clean haircut and style.  
•​ Trimmed facial hair. 
•​ Avoid colognes, perfumes, and body sprays. 
•​ Bring your portfolio, pen, and extra copies of your résumé. 

 

Business Casual is often the dress code in many offices. While this type of attire is too casual for the formal job 
interview, you may want to wear business casual to a dinner, on the airplane or it may also be the work attire for the 
organization’s environment once you’ve landed the job or internship. Every work environment is different so be 
sure to observe and inquire about the dress code. Business casual may include:  

•​ Jacket, blouse, cardigan, or conservative top with pants or a knee-length skirt. 
•​ Simple, knee-length dress. 
•​ Collared button up shirt with a white undershirt underneath or a collared knit polo shirt. 
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•​ Dark pants or khakis.  
•​ Closed-toed shoes (no flip flops).  
•​ Subtle make-up and avoid perfumes/body sprays. 

Avoid the following attire: 

•​ Jeans or casual sundresses, clothing with holes or rips, or athletic clothing or sneakers. 
•​ Clothing too tight or revealing.  
•​ Clothing with holes or rips, wrinkled or inappropriate images or athletic clothing or sneakers.  
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TIP: 
Your culture, religion, and gender 
identity might influence your choice of 
business attire. We encourage you to 
incorporate those elements into your 
business wardrobe. 



 

 

 

 

 

 

 

 

 
Thank you & Good Luck 

With Your Internship! 
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