
DEPARTMENT OF FINANCE AND COMMERCIAL LAW 

FINANCE INTERNSHIP GUIDELINES 
Process: 
 

1. Interested finance students should check eligibility requirements listed below to ensure they 

 are eligible to participate in an internship.  A list of past participating companies is available on 

 the Finance and Commercial Law website, http://www.wmich.edu/fcl/Internships/index.htm.   

 The student is responsible for obtaining the internship, and firms are not limited to those  

 listed on the Finance and Commercial Law website. 

 

2. Students must request that a faculty member who is available the semester of the internship  

 serve as an advisor for the internship.  Faculty office hours are available on the department  

 website, http://www.wmich.edu/fcl/OfficeHrs/advising.doc or at the Finance and Commercial 

 Law Department office, Schneider Hall, Room 3290. 

 

3. If a student is eligible for an internship and has already secured a position, the employer must 

 write a letter on company letterhead, including the following information: 

 

  a.  name of intern 

  b.  job responsibilities 

  c.  indicate if the internship is paid 

  d.  signature of a firm representative 

 

 The letter should be submitted to the faculty advisor.  If desired, it can be faxed to the attention 

 of the faculty advisor at (269) 387-5839. 

 

4. Once the finance advisor receives the letter from the employer: 

 

  a.  the advisor will complete an internship form 

  b.  the student, advisor and department chair sign the form 

  c.  the department office enrolls the student (Students cannot register 

       themselves for the course). 

 

5. For additional questions concerning this process, call the Finance and Commercial Law 

 Department office at (269) 387-5720. 

 

Eligibility: 
 

Any finance student who has: 

1. completed FIN 3200 Business Finance before the semester of this internship; 

2. completed at least one course in the internship specialty area (i.e., real estate, insurance or 

 corporate finance); and 

3. a GPA of at least 2.5 in finance and 2.5 overall is eligible. 
 

 Credit Hours:  Permanent employment with a company does not qualify for continuing internship 

credit.  A student doing an internship can earn up to five credit hours for the internship.  However, only 

a total of three internship credits can be applied to his/her finance major or minor.  The other two hours, 

if elected, may be taken in another semester for business credit. 

http://www.wmich.edu/fcl/Internships/index.htm
http://www.wmich.edu/fcl/OfficeHrs/advising.doc


 

Requirements: 
 

To be approved, an internship must: 

1. be with a firm recognized in the specialty area of that specific internship (self employment 

 income does not qualify for internship credit); 

2. expose the student to a variety of tasks or projects; 

3. be approved and monitored by a faculty advisor; 

4. require a minimum of 75 total hours of work for each credit hour earned. 
 

Progress Reports: 
 

In order to receive credit for the internship, a student must submit at least three typewritten progress 

reports to the faculty advisor during the semester.  The length of each report should cover 3-4 pages and 

its exact date of submission shall be determined by the faculty advisor.  A final report of 6-8 pages is 

required at conclusion of the internship.  At a minimum, the reports must cover the following items: 
 

1. functions performed since the last report; 

2. functions performed that were the most relevant to the intern’s academic training to date; 

3. functions performed that were the least relevant to the intern’s academic training to date; 

4. functions enjoyed the most during the internship (if different from #2); 

5. functions enjoyed the least during the internship (if different from #3); 

6. functions that the intern is looking forward to performing during the rest of internship; 

7. reading materials (manuals, etc.) studied that relate to the internship; 

8. type of supervision encountered during the course of the internship; 

9. type of training received; 

10. changes recommended in the internship based upon the experience to date; 

11. all reports must be typewritten. 
 

Grading: 
 

The grade will be based upon: 

1. the quality of the job and its relationship to the internship specialty (based on job description); 

2. the quality and timelines of the reports (These are treated as professional reports.  Proper style, 

 punctuation, etc. are required); 

3. a one page evaluation from the employer on company letterhead. 

 

Employer Survey: 

 
Employers are required to fill out a short survey at the end of the semester.  Employers will be contacted 

by the Dept. of Finance and Commercial Law with details. Survey results are used to improve our 

programs.  
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