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MBA / MS INTERNSHIP SYLLABUS, MGT 648, Summer 2020 
 

With the support of SUNY, the UB School of Management and the CRC are encouraging virtual/remote internship 

participation. Students invited by the employer to report on-site should contact mgt-internships@buffalo.edu. We 

are here to support you and to provide options should you need them. As a reminder, interns are required to 

follow current health and safety guidelines, including wearing a mask and adhering to social distancing rules. 

 
ASSIGNMENT FRAMEWORK 
 

All MBA and MS interns will use MGT 648 to submit UBLearns assignments. Individual internship registrations will still 
appear by concentration area on your transcripts.   
 

Throughout your internship, you will use Bizlink and UBLearns to submit assignments. See the table below for submission 
destinations and point values. To receive a passing grade, students must receive at least 95 out of a possible 100 points. 
Points will be deducted for late assignments. Please read the descriptions of each assignment carefully.  
 

Assignment Destination Due Date Point Value 

I. Hours Tracking BizLink Weekly 15 

II. Progress Report  BizLink July 5 - 19, 2020 

(Flexible submission date based on 

internship start date) 

20 

III. Summer Check-in Zoom July 21, 2020 optional 

IV. Reflection Paper UB Learns 

 
August 14, 2020 30 

V. Updated Resume BizLink August 14, 2020 15 

VI. Evaluations BizLink August 14, 2020 20 
 
 

REQUIRED ACTIVITIES AND ASSIGNMENTS (I-VI) 
  

I. HOURS TRACKING (15 points): WEEKLY 

A minimum of 120 total hours of mainly onsite internship participation is REQUIRED. Specialized programs may 

require more hours, or may have a required participation timeframe. All student interns are required to track their 

hours in BizLink on a weekly basis.  

 Go to: BizLink, find your current internship by clicking “Report My Internship/Experience”, then “Track Hours” 

and enter your hours into the tool. For each week hours are not tracked, 1 point will be deducted. 
 

 

II. PROGRESS REPORT (20 points): DUE: July 5 - 19 (flexible submission date based on internship start date) 

This questionnaire is located in BizLink, and to be completed at the halfway point of the internship (75 hours).  

 Go to home/report my internship – click on “Internship Progress Report” fill out the questionnaire and click 

“save changes.” If you started your internship late, and/or will not meet 75 hours by the progress report due 

date, please email mgt-internships@buffalo.edu for instructions.  

 

III. SUMMER CHECK-IN (optional): July 21, 2020, 1:00 – 2:00 p.m. 

This informal Zoom meeting provides a venue to share your internship experiences with our team and with each 

other, inform us about the employer environment and culture, talk about your accomplishments, ask questions about 

employers, and build your network. Really, anything goes in this conversation. We would enjoy hearing from you! 
 

Zoom Link: https://buffalo.zoom.us/j/92734430897?pwd=cEZpZHNGcXFjUHo4YlBWeEJPeWpwZz09  

Meeting ID: 927 3443 0897 

Password: 336802 

mailto:mgt-internships@buffalo.edu
mailto:mgt-internships@buffalo.edu
https://buffalo.zoom.us/j/92734430897?pwd=cEZpZHNGcXFjUHo4YlBWeEJPeWpwZz09
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IV. REFLECTION PAPER (30 points): DUE: August 14, 2020 

 

1. Complete the Final Report/Presentation questionnaire under your Internship Reports tab in BizLink. Click 

on the Final Report link, answer the questions and hit save. 
 

Reflection Paper topics 

a. Describe your internship employer and environment: 

 How did you obtain this internship (BizLink posting, networking, etc.)? 

 Briefly describe the company and culture  

 Describe your supervisor and their style of mentoring 

 Was the internship setting virtual/remote? If so, what was that like?  

b. What did you learn? 

 Consider each of the Learning Objectives you identified when initially reporting your internship (minimum 

one soft skill and one hard skill). Were they achieved or not achieved and why? Review your original 

internship report in BizLink for context.  

 Describe an achievement or instance during the internship that made you proud.  

 LeaderCORE™ students (only), how were your specific LC competencies explored? 

c. Was there a favorite or most fun part of the internship? Briefly describe. 

d. In what way has this internship influenced your future career plans? 

e. Share a succinct phrase or quote to sum up your overall internship experience. 
 

Formatting and Submission 

 3 – 5 pages, double spaced 

 File name: your last name, report name and semester; ex.: SmithFinalReportSU20. 

 Cover page: report name (ex. Final Paper, SU20); company, supervisor, your name, class level. 

 Upload to UBLearns 
 

V. UPDATED RESUME (15 POINTS): DUE: August 14, 2020  

All students are required to upload into BizLink, an updated resume that reflects their internship experience.  

 Login to your BizLink account – from the left navigation, click MyDocuments and Resources > Approved > 

“Add New” and upload your updated resume. One point is deducted for each day this assignment is overdue. 
 

VI. SELF EVALUATION AND INTERNSHIP PROGRAM EVALUATION (20 POINTS): DUE: August 14, 2020 

 Login to your BizLink account – from the right navigation under Shortcuts, click Report My 

Internship/Experience. Under your current internship, you will see a list of links, including “Self-Evaluation” 

and “Internship Program Evaluation”. You are responsible for completing both. Click the appropriate 

evaluation link, answer all questions and click “submit”. One point is deducted for each day this assignment is 

overdue.  Please Note: Your supervisor will be sent an email to complete a Supervisor Evaluation at 

the end of the internship. This evaluation does not count toward your final grade. 
 

GRADING POLICIES 

Final grades are based on the quality of assignments and on your internship performance as reported by your supervisor.  

 Graduate Students are graded using a Satisfactory / Fail (S or F) measurement. Students not meeting 

requirements as stated in this syllabus and indicated in the table below, will receive a failing grade. 
 

 Incomplete Status/“I” Grades: Under unique circumstances only, it may become necessary for a student to 

complete an internship after the grading deadline. Requests for special arrangements must be made with the 

director prior to the deadline. Students who do not make arrangements in advance will fail the course. “I” grades 

will be changed only after all requirements are met. Students are not permitted to graduate with an “I” grade. If 

requirements are not met within one year, the “I” grade changes to an “F”.  
 

CODE OF CONDUCT FOR INTERNS (continued on next page) 

During my internship, as a representative of UB and the UB School of Management, I will: 

a. Demonstrate respect, dependability and cooperation with my supervisor and co-workers. 

b. Ask questions to resolve any confusion regarding my internship responsibilities. 

c. Maintain a strictly professional relationship with my supervisor and co-workers. 
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d. Refrain from using profane or inappropriate language on-site and while engaged in any off-site activities related to 

my internship, including interactions with staff, clients and student interns. 

e. Refrain from the consumption of alcohol or drugs while engaged in activities related to my internship, including 

off-site meetings or gatherings with supervisor or co-workers. 

f. Adhere to all organizational policies of the internship employer.  

g. Adhere to the University at Buffalo Student Code of Conduct (even if my internship takes place off-campus). 

h. Strive to understand what constitutes a permissible work absence and who to notify if absent. 

i. Report changes in schedule, supervision or problems with my internship or personal issues interfering with my 

ability to complete my internship to the IEL director. 

j. Dress appropriately for the work place as defined by the employer’s dress code. 
 

WE’RE HERE TO HELP 
 

Feel free to call, e-mail or stop by the Career Resource Center, 308 Alfiero (after we reopen) to talk about anything related 

to your internship experience – good news, not-so-good news, problems, special requests, advice on managing up, 

career advisement, etc. If you experience any difficulties while on your internship, please let us know before they 

become unmanageable. Call 716-645-5907 or email cg53@buffalo.edu. We want you to have a great experience! 

 

 

“Life is an unpaid internship.” 
-Palak Gupta 

mailto:cg53@buffalo.edu

