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Student Professional Guidelines 

For HTM 302 Internship 

 
Dear Student: 

Congratulations on seeking an internship opportunity to complete the required HTM 302 Internship requirement.    

You will soon become a part of what makes our HTM Purdue Internship Program the success that it is and aide in 

further securing opportunities for future internship participants by demonstrating what fine character Purdue 

Interns obtain.  We trust that you will honor and uphold this obligation. 

The following are requirements that will help you in continuing our successful program and you need to be aware 

of as you undertake your new internship opportunity.  They are as follows: 

1. You are representing yourself, the HTM Department, College of CFS, and Purdue University so you 

are to act professionally during your internship, including the travel time to and from your internship.  

As such, I expect you all to be courteous, positive, energetic, helpful, and respectful to each other, 

those representing the employer, and those you may come into contact with while you are completing 

your internship. 

2. Those individuals staying on-premises at your place of employment or arranged by your employer, 

will need to act accordingly.  There is to be no partying in the rooms.  If necessary security will check 

those rooms occupied by students to make sure there are no problems. 

3. Have fun.  This is a great chance to learn about the hospitality industry.   It is also a good opportunity 

to market your talents to the possible future employers for permanent placement. 

Please take this letter seriously because those students who do not meet or exceed our expectations will be 

dismissed from their internship with all due haste.  Those who are dismissed for misbehaving will also be 

reported to Dr. Rich Ghiselli, Department Head, who may choose to have the offending students meet with him to 

explain the reason for acting unprofessionally during the internship. 

In closing, if you have reason to believe you are incapable of meeting or exceeding these expectations as spelled 

out in the syllabus you should excuse yourself from the internship experience until you are mature enough to 

undertake this responsibility.  We trust that this will not be the case and you will comply with our expectations.   

Sincerely,      

 

Howard Adler       Janet Glotzbach 

Department of Hospitality & Tourism Management   Department of Hospitality & Tourism 

Purdue University       Management 

         Purdue University 

         HTM Career Center Coordinator 

 

Cc:  Dr. Rich Ghiselli 



 HTM 30200: Hospitality And Tourism Industry Internship 

Course Description 

This course is a supervised and structured industry practical experience. Students are required to obtain a signed learning 

agreement with an employer prior to initiating the internship that includes periodic reviews from the employer.   Students are 

also required to prepare and present a comprehensive written management report reflecting upo n their internship 

experience.   A minimum of 400 work hours is needed for each credit hour. Maximum number of credit hours given for a 

summer experience is one. Maximum number of credits given in a semester experience is two.  

 

Pre-requisite 

Hospitality and  Tourism Management majors only; and 6 credits in HTM. (Departmental Approval Required)  

 

Course Objectives 

At the completion of this course, the student will be able to:  

 Develop and apply interviewing and negotiating skills during the process of seeking and being hired into an 

internship.  

 Recall and explain the strengths and weaknesses of departments and work units from the hospitality operation in 

which they interned.  

 Describe and explain interactions with the hospitality operationôs guests and the development of a positive service 

oriented attitude.  

 Compare and contrast the differences and similarities of management styles and leadership skill of the supervisors 

they worked with; evaluate the effectiveness of supervisor or manager; analyze which type of style or skill fits best 

with their style.  

 Identify new and different experiences encountered during the internship; distinguish the positive and negative 

aspects of the experience, and appraise these experiences as to their value to their future Hospi tality management 

career.  

 Recall coursework related knowledge and apply and demonstrate this knowledge in areas of Human Resource 

Management, Finance, Management, Law, and other applicable areas in a hospitality organization.  

 Synthesize the total interns hip learning experience by completing a comprehensive management report; create and 

present the total internship experience in front of peers and HTM faculty.  

Textbook 

Visit the HTM Undergraduate Courses Textbooks page  to check information on the required textbook for this course.  

Instructor Information 

Howard Adler, Ed .D  

Office: Stone 152D  

Phone: (765) 494 -5998  

E-mail: adlerh@purdue.edu  
 

 

  

http://www.cfs.purdue.edu/htm/undergrad/courses_textbooks.shtml
http://www.cfs.purdue.edu/htm/about/adler_howard.shtml
mailto:adlerh@purdue.edu


HTM 302 - Hospitality Internship Requirements 

HOSPITALITY INTERNSHIP REQUIREMENT DESCRIPTION 

Undergraduate students in the Department of Hospitality and Tourism Management (HTM) are required to complete 

one hospitality internship before graduation. The HTM faculty considers an internship as a structured and supervised 

industry experience in which the following conditions are met: 

1) The student is paid 

2) The student rotates through a minimum of three functional areas 

3) The student completes a minimum of 400 hours for summer or semester internship 

REGISTRATION REQUIREMENTS 

The following registration requirements must be completed for the student to receive credit: 

1) The above conditions must be met 

2) Student attends the internship orientation session prior to the internship 

3) Student submits the signed internship application form to the HTM Career Center 

4) Student submits reports by provided due dates in order to maintain registration. 

DROP/ADD INFORMATION 
 

1) Students must complete all application paperwork in order to be registered for a summer internship 
2) Fall and Spring semester interns must contact Student Services in Room B-15 to register for credits. 
3) If students do not complete their Blackboard updates or reports by the assigned deadline, they will be 

dropped from HTM 302. 

CREDITS FOR HTM 302 

1) Students may receive one credit for 400 hours or two credits for a semester internship of 800 hours. 

2) HTM 302 may be repeated up to a total of four credit hours 

3) A completed application form, all written assignments, proof of paid hours worked, and group discussion 

attendance must have been completed to earn the HTM 302 credit 

4) The grades are administered as pass or fail 

 
CONTACT INFORMATION FOR PROGRESS REPORTS: 
 
 Janet Glotzbach 

 
MAIL: HTM Career Center Coordinator 

  Stone Hall, Room B-22 
  700 W. State Street 
  West Lafayette, IN  47907-2059 
  
 FAX:  (765) 494-6555 
 
 E-MAIL: jglotzba@purdue.edu 
 
 
ALL PACKET MATERIALS CAN BE FOUND AT THE FOLLOWING WEBSITE: 

www.cfs.purdue.edu/htm/pages/academics/internship.html 
 

mailto:jglotzba@purdue.edu
http://www.cfs.purdue.edu/htm/pages/academics/internship.html


HTM 302 COURSE REQUIREMENTS - CHECKLIST 
CHECKLIST REQUIREMENT DESCRIPTION DEADLINE 

   Summer Fall Spring 

 Attend HTM 302 

Orientation or 

meet with Janet 

Glotzbach 

Students receive the internship syllabus 

packet which provides detailed information 

regarding the HTM 302 course and 

requirements 

   

 Submit Internship 

Application Form   

Applications can be submitted upon 

employer signature ς mail, fax, or e-mail to 

Janet G 

June 1
st

 Sept 1
st

 Feb 1
st

 

 

 Register for HTM 

302 with HTM 

Student Services 

in Stone Hall, B-15 

Fall and Spring semester interns only; 

Summer interns will be registered by the 

HTM Career Center 

N/A Sept 1
st

 Feb 1
st

 

 

 Submit internship 

updates through 

Blackboard 

You will be required to log into Blackboard on 

a weekly basis and input daily job 

responsibilities as outlined on page X of this 

packet 

Weekly Weekly Weekly 

 Submit Student 

Progress Form #1   

Form is included in HTM 302 syllabus packet.  

Must be mailed, faxed, or e-mailed per the 

contact information on the form. 

June 20
th

 Oct 1
st

 Mar 1
st

 

 Submit Employer 

Progress Form #1   

Form is included in HTM 302 syllabus packet.  

Must be mailed, faxed, or e-mailed per the 

contact information on the form.  It is the 

ǎǘǳŘŜƴǘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ to ensure employer 

reports are received by the internship 

coordinator.   

June 20
th

 Oct 1
st

 Mar 1
st

 

 Submit Student 

Progress Form #2 

As above July 20
th

 Dec 1
st

 May 1
st

 

 Submit Employer 

Progress Form #2 

As above July 20
th

 Dec 1
st

 May 1
st

 

 Submit Final 

Paper 

Bring hard copy to B-22; paper requirements 

are outlined on page X of this packet 

Aug 29
th

 Approved 

date 

Approved 

date 

 Submit Proof of 

Hours 

Bring hard COPY of final pay stub that shows 

a minimum of 400 hours worked 

Aug 29
th

 Approved 

date 

Approved 

date 

 Sign-up for 

required Group 

Discussion 

Attendance at a group discussion is 

mandatory to receive credit.  Sign-up 

permitted once all paperwork is submitted 

Aug 29th Approved 

date 

Approved 

date 

 



GENERAL RESPONSIBILITIES OF INTERNSHIP PARTIES 

STUDENT RESPONSIBILITIES: 

 Attend HTM Career Center orientation and follow applicable guidelines 

 Submit the internship application form with employer signature by the deadline date 

 Fall and Spring semester interns must register through HTM Student Services, B-15 

 Provide the internship packet to the employer which includes the evaluation forms 

 The student will submit written reports to the employer upon request 

 Abide by all rules and policies of the cooperating employer 

 Submit the following requirements to the HTM Career Center by the outlined due date: 

a. Submit weekly Blackboard updates 

b. Submit student progress reports #1 and #2 

c. Ensure employer progress reports #1 and #2 are received 

d. Submit final paper 

e. Submit proof of hours 

 Participate at an internship group session. 

 Contact the HTM Career Center Coordinator or the Internship Faculty Advisor to discuss any problems 

encountered during the internship as early as possible. 

 Continue with the employer as per the agreed upon dates of employment and until obligations to the 
employer have been met. 

 

HTM DEPARTMENTAL RESPONSIBILITIES 

 Identify the primary contact for the employer to maintain communication with the university regarding 

internship opportunities. 

 Inform the students of internship opportunities and facilitate on-campus interviewing opportunities as 

applicable. 

 Approve placement per internship requirements. 

 Maintain communication with students and employers during the internship experience through use of 

weekly Blackboard updates, outlined report requirements, and other forms of contact. 

 Conduct group sessions for students who are returning from internship experiences. 

 Award university credit to student, where appropriate, upon completion of student requirements. 

COMPANY RESPONSIBILITIES: 

Á Complete their part of the application form. 
Á Specify the employment time periods in advance and confirm starting date and ending date of the 
ÉÎÔÅÒÎÓÈÉÐ ÎÏ ÆÅ×ÅÒ ÔÈÁÎ ÆÉÖÅ ɉυɊ ÄÁÙÓ ÐÒÉÏÒ ÔÏ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÓÔÁÒÔÉÎÇ ÄÁÔÅȢ  

Á Schedule the student as a full-time worker (as close as possible to 40 hours per week) for the specified 

employment period and makes every effort to ensure that the employee works those hours to fulfill the 

400 hours internship requirement.   If the position requires overtime, inform the student of overtime 

expectations prior to beginning employment. 

Á Expose the student to at least three functional areas during the internship.  Significant time should be 

spent in each area so the student can be knowledgeable within each area.  The HTM Internship Faculty 

Advisor can provide additional information on possible rotations.   

 

Responsibilities continued on following page 



GENERAL RESPONSIBILITIES OF INTERNSHIP PARTIES 

COMPANY REPONSIBILITIES (cont.): 

Á Provide the student with access to training materials used in the operation. 

Á Place the student under the supervision of a training director, personnel director, internship 

coordinator or other appropriate person so the student's progress can be monitored.  This individual 

would be responsible for completing two evaluations during the internship according to the due dates 

on the Employer Internship Progress Form.   This person should also counsel and adviser the student on 

his/her progress and offer suggestions for improvements.  

Á Whenever possible and applicable, allow the student to attend departmental meetings and training 

sessions. 

Á Complete student progress report midway through the internship and at the end using Purdue 

University's HTM department evaluation form or a company form. 

Á Provide the student with reasonable wages and compensation commensurate with his/her ability, 

experience, the position and the cost of living in the area.   

Á When applicable, provide realistic housing and transportation information to the student.  

Á In the event of a site visit, the employer will permit the Purdue Internship Faculty Advisor to visit the 

ÅÍÐÌÏÙÅÒȭÓ ÓÉÔÅ ÁÎÄ ÓÐÅÁË ×ÉÔÈ ÔÈÅÍ ÆÏÒ ÔÈÅ ÐÕÒÐÏÓÅ ÏÆ ÒÅÖÉÅ×ÉÎÇ ÔÈÅ ÐÒÏÇÒÁÍ ×ÉÔÈ ÔÈÅ ÁÐÐÒÏÐÒÉÁÔÅ 

officials and speaking with students presently at the facility. 

Á In the event a student is not performing in accordance with both company and HTM Department 

standards, the employer is under no obligation to continue employment. Prior to termination of the 

internship agreement, the Internship Faculty Advisor must be notified.  

  



STUDENT FREQUENTLY ASKED QUESTIONS (FAQS) for HTM 302 Internship 

What is HTM 302? 

It is the internship requirement that is necessary for all HTM students to graduate. 

How many internships are required? 

 Only one 400 hour internship is required. You will receive one credit hour for an internship. However, 

you can earn up to 4 credit hours of internship credit, if you desire, by completing the requirements 

with 4 different companies. If you do an internship for a full semester and complete 800 hours then you 

may receive 2 credits.  

Do they have to be during the summer? 

 Internships can either be during a summer or during a semester. The number of hours required is still 

400 hours, but they all must be completed during one block of time, either a summer or a semester.  

When can a student do a HTM 302 internship? 

 You are required to have completed a minimum of 6 credit hours in the HTM department before you 

can complete your internship. Many students will get a job in the industry their first summer in HTM 

and then look for an internship during future summers or semesters. 

What does the HTM Department consider an internship to be? 

 Our internship requirements are different from what a company might list as an internship. The HTM 

Department considers an internship to be a position within a hospitality company for 400 hours where 

the student is rotated and gets experience in at least 3 major areas. For example, in a hotel you could be 

at the front desk, reservations and housekeeping, or, if it is a larger hotel you might work at the front 

desk, service desk and concierge, etc.  

What if a company does not offer internships? 

 Many companies who recruit on campus offer internships but the majority of companies that you might 

contact on your own DO NOT offer internships. HOWEVER, very often by not mentioning the word 

internship to a company, you can secure a summer position where you are given experience in a variety 

of different areas. This meets the HTM internship requirements even though the company does not call 

it an internship.  

Does there have to be an equal number of hours between all 3 major areas of rotation? 

 No, we only require a reasonable exposure to those areas. Therefore, if you work 400 hours in a 

restaurant and do food preparation for 200 hours and 100 hours in service related areas and the rest in 

a variety of different assignments, you have met our requirements. 

What kind of company should I try to work for to fulfill my requirement? 

 The main goal of this internship requirement is to get experience in our industry. Other than that we 

are very flexible in the kind of business you can work for. Basically, it needs to be related to the  



 hospitality industry. Some examples might be country clubs, hotels or motels, foodservice in airports, 

businesses, sports venues or health care facilities. Some students work at theme or amusement parks 

or at state or national parks. Some are involved in special event companies and some work at Purdue in 

related areas. If you are not sure if your job meets our requirements please see either a faculty member 

or Janet Glotzbach in the HTM Career Center.  

How do I go about getting an internship? 

 We ask that you read our HTM 302 Internship packet and attend at least one HTM 302 Orientation if 

you are planning to do your internship the following summer or semester. There are a variety of 

different methods through which you can secure an internship. It is never too early for you to start 

talking to people about employment. If you want to live at home during a summer, then we recommend 

that you start contacting companies in your area and take the internship information with you so that 

you can explain to potential employers what their role is. You can also attend our career fair or other 

presentations and ask companies if they have locations near your home and ask for contact names or 

other help. 

 Another way to obtain an internship is by interviewing in the HTM Career Center. Many of the 

companies recruiting in the HTM Career Center offer internships. Some of these internship placements 

require you to live in another location for the summer, most often resort areas or bigger cities. 

Sometimes housing is supplied and sometimes not.  There are also various job postings in the HTM 

Career Center for companies that are looking for people but who do not interview on campus, therefore 

you have to pursue these opportunities on your own.  Do not wait until you get home in May before 

starting your search. This process could take several weeks to secure and begin a summer internship 

and by then you might not be able to complete the 400-hour requirement. 

How do I go about negotiating for an internship? 

 You need to know all the rules and requirements so that you can explain them to the employer. For 

example, it is important for them to know that you MUST complete 400 hours during the internship in 

order to receive credit. You will need to hand in pay stubs to show proof. The internship must be paid. 

If the employer offers room and or meals in exchange for some of your salary, that is acceptable. 

However, you must receive either an hourly or weekly salary. You must explain that in order to receive 

internship credit that they will need to expose you to 3 functional areas. The employer will sign the 

Application Form stating what these 3 or 4 areas are and that they will be employing you as a summer 

intern.  

When should I begin and end my internship if it is during the summer or during a semester? 

 Since you are going to need to complete a minimum of 400 hours it will probably be necessary for you 

to work at least 10 weeks for 40 hours. If you can do it in less time, that is also acceptable. However, if 

you start the internship later in the summer and run out of time to get your hours or the employer cuts 

back on your hours, then you will not be able to receive the internship credit. It is your responsibility to 

complete the hours. 

 

 



7ÈÁÔ ÈÁÐÐÅÎÓ ÉÆ ÄÕÒÉÎÇ ÔÈÅ ÓÕÍÍÅÒ ÏÒ ÓÅÍÅÓÔÅÒ ÔÈÅ ÅÍÐÌÏÙÅÒ ÉÓÎȭÔ ÇÉÖÉÎÇ ÍÅ ÔÈÅ ÐÒÏÐÅÒ ÎÕÍÂÅÒ ÏÆ 

hours or rotating me as they had originally promised? 

 It is your job to negotiate and work with the employer. The HTM Department cannot force an employer 

into meeting their commitment. If the job is one you got from an employer through the HTM Career 

Center then we can offer you some assistance.  

What do I need to do to get the internship credit from the HTM Department? 

 If you are going to complete a summer internship:  

1) You must turn in a signed Internship Application Form to the HTM Career Center no later than June 

1st. This form is in the HTM Internship Packet or you can find it on the HTM website. If you are going 

to do a fall internship the form is due October 1st and it is due by February 1st for spring internships. 

The Internship Application Form may be faxed, mailed or given directly to Janet Glotzbach in the 

HTM Career Center. Once we receive this, your employer will receive a letter from us thanking them 

for giving you this opportunity and attaching the employer progress report forms for the 

internship.  

2) For Spring/Fall Internships:  Student must see HTM Student Services in Stone, B-15 for registration 

procedure. 

3) All internships require students and the employer to complete two evaluations/progress report 

forms which have specific due dates. The student and employer evaluations are due at the same 

times. If the internship was completed during the fall, the final report and proof of hours is due the 

first week of the spring semester. If the internship was done during the spring or summer, the 

report and proof of hours is due the first week of the fall semester.  

4) At this time you will then sign up for a mandatory Internship Facilitation Session that you MUST 

attend in order to receive credit. We strongly recommend that you write down the date, time and 

place so that you do not miss it.  

5) The final paper must follow the guidelines in your internship packet and be completed in a 

professional and thorough manner. A faculty member will be reading this before you attend your 

facilitation session.  If it is not done correctly it will be returned and could result in not getting 

internship credit. 

REMINDER: 

 Please keep in mind that you will be in a real world situation. In some instances the experience turns 

out different from what you might have imagined. Remember, it is only for one summer or semester 

and you will learn a great deal from the overall experience. Your experience will go on your resume and 

be helpful toward future employment. Please remember to be as professional as you can because not 

only do you represent Purdue and the HTM Department, but most importantly yourself. 

 

If you should ever have any questions on the whole process, do not hesitate to contact  

Janet Glotzbach in the HTM Career Center, Dr. Howard Adler or other HTM faculty or staff.



Purdue University 

Hospitality and Tourism Management 

Internship Application Form 

DUE DATE:  For summer internships, this form is due by June 1
st

; fall internships, September 1
st

; and spring internships, 

February 1
st

).    

Hospitality & Tourism Management students at Purdue University in West Lafayette are required to fulfill a minimum of 400 

hours (summer or semester) or 800 hours (semester) of a paid hospitality internship experience before they graduate. The 

employer is required to expose the student to ŀ ƳƛƴƛƳǳƳ ƻŦ ǘƘǊŜŜ ŦǳƴŎǘƛƻƴŀƭ ŀǊŜŀǎ ƛƴ ǘƘŜ ŎƻƳǇŀƴȅΩǎ ƻǇŜǊŀǘƛƻƴǎ ŀƴŘ ǘƻ ŎƻƳǇƭŜǘŜ 

an evaluation or progress report midway through the internship, and toward the end of the internship. The student will have two 

progress reports to complete while with the company. He/she will also write a final paper about the internship and will meet in a 

group setting with a faculty member the semester he/she returns to campus. The student will be given a pass or no pass 

depending on documentation of the required number of work hours, completion of the written assignments, and attendance of 

ǘƘŜ ƎǊƻǳǇ ǎŜǎǎƛƻƴΦ όLǘ ƛǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ƳŀƪŜ ǎǳǊŜ ǘƘƛǎ ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊƳ ƛǎ ǘǳǊƴŜŘ ƛƴ ǘƻ ǘƘŜ /ŀǊŜŜǊ /ŜƴǘŜǊ 

Coordinator in Stone Hall, Room B-22, or faxed to the Career Center Coordinator at (765) 494-6555.  

PLEASE PRINT OR TYPE! 

 

The signature of both parties indicates that both agree to the HTM Internship Participation Guidelines. 

 

Student:     Student ID #:     

 

Mailing Address during Internship:      

City:       State:     Zip:     

Home Phone # During Internship:      Wk Phone # (when available):     

E-mail:         

{ǘǳŘŜƴǘΩǎ {ƛƎƴŀǘǳǊŜΥ        Date:    

Company Information 
To be completed by Supervisor 

Company Name:     

Property of Employment:  ____________________________________________________________________  

Property Address:  ___________________________________________________________________      

City_____________________________________________ State: ____________ Zip: _____________  

Supervisor Name & Title:           

{ǳǇŜǊǾƛǎƻǊΩǎ tƘƻƴŜ І:      Fax:     E-mail:     



Beginning Date:       Ending Date:     

Areas of Exposure:       

                                         

{ǳǇŜǊǾƛǎƻǊΩǎ {ƛƎƴŀǘǳǊŜ:        Date:      

Supervisor's Printed Name:  _______________________________________________________  

  

International students must obtain proper ISS or INS approval prior to commencing any  
Co-op/ internship experience. Failure to do so will lead to loss of legal status with no means to regain 
it. 

 

Janet Glotzbach, Stone Hall, Room B-22, 700 W. State St. * West Lafayette, IN 47907-1266 

(765) 494-4729 * Fax (765) 494-6555 * E-mail jglotzba@purdue.edu *http://www.cfs.purdue.edu/HTM/ 

  

mailto:jglotzba@purdue.edu


HTM 302 Student Internship Progress Report First Report Due:  June 20th (Summer) 

  October 1st (Fall) 

   March 1st (Spring) 

Studentõs Name:  _______________________________________________________ Phone No. __________________ 

Company Name and Location :  _______________________________________________________________________  

 _______________________________________________________________________________________________________  

Since beginning your internship on (Date) ________________________ please list the areas you have been 

involved in and the approximate amount of time you spent at each.  

Area :  _____________________  Time :  ________  Area :  ____________________  Time :  _________  

Area :  _____________________  Time :  ________  Area :  ____________________  Time :  _________  

Area:   _____________________  Time :  ________  Area :  ____________________  Time :  _________  

Discuss your initial impressions of the organization. (People, policies, facilities etc.)  

 ______________________________________________________________________________________________  

 ______________________________________________________________________________________________  

 ______________________________________________________________________________________________  

Do you feel that the organization is run effectively and efficiently? Please explain.  

 ______________________________________________________________________________________________  

 ______________________________________________________________________________________________  

 ______________________________________________________________________________________________  

What have been the four most valuable things that you have learned while on this internship?  

1.  ____________________________________________________________________________________________________  

2.  ____________________________________________________________________________________________________  

3.  ____________________________________________________________________________________________________  

4.  ____________________________________________________________________________________________________  

From what you have seen up to this point, what two things would you change and why?  

1.  ____________________________________________________________________________________________________  

2.  ____________________________________________________________________________________________________  

Studentõs Signature:  _______________________________________   Date Submitted :  _____________  

 

(It is the ǎǘǳŘŜƴǘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ to make sure this form is completely filled out and received on time.) 

Please mail completed form to:  

Janet Glotzbach, HTM Career Center Coordinator, Stone Hall, Room B-22, 700 W. State St., West Lafayette, IN 47907  

or fax to: Janet Glotzbach, HTM Career Center Coordinator (765) 494-6555. 

Email:  jglotzba@purdue.edu 

mailto:jglotzba@purdue.edu


HTM 302 Student Internship Progress Report Second Report Due:  July 20th (Summer) 

  December 1st (Fall) 

   May 1st (Spring) 

Studentõs Name:  _______________________________________________________   Phone No: _________________ 

Company Name and Location :  _______________________________________________________________________  

 _______________________________________________________________________________________________________  

Since your last progress report please list the areas you have been involved in and the approximate 

amount of time you spent at each.  

Ar ea:  _____________________  Time :  ________  Area :  ____________________  Time :  _________  

Area :  _____________________  Time :  ________  Area :  ____________________  Time :  _________  

Area:   _____________________  Time :  ________  Area :  ____________________  Time :  _________  

How have your impressions and opinions about the organization changed from your last report?  

 ______________________________________________________________________________________________  

 ______________________________________________________________________________________________  

 ______________________________________________________________________________________________  

 

Since your last progress report, what have been the most valuable things you have learned?  

 ______________________________________________________________________________________________  

 ______________________________________________________________________________________________  

 ______________________________________________________________________________________________  

Do you consider this internship to have been a valuable experience? Why or why not?  

 _______________________________________________________________________________________________________  

 _______________________________________________________________________________________________________  

 ______________________________________________________________________________________________  

Would you recommend this company or location to another student for an internship? Explain.  

 

____ Yes ____ No  

_______________________________________________________________________________________ 

 

Studentõs Signature:  _______________________________________   Date Submitted :  _____________  

(It is the ǎǘǳŘŜƴǘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ to make sure this form is completely filled out and received on time.) 

Please mail completed form to:  

Janet Glotzbach, HTM Career Center Coordinator, Stone Hall, Room B-22, 700 W. State St., West Lafayette, IN 47907  

or fax to: Janet Glotzbach, HTM Career Center Coordinator (765) 494-6555. 

Email:  jglotzba@purdue.edu 

mailto:jglotzba@purdue.edu


HTM 302 Hospitality Internship  

Guidelines for Final Report 

All students who wish to receive credit for HTM 302 are required to submit a detailed report of their 

experience to the HTM Career Center Coordinator in B-22 the first week of the semester they return. A list 

of students who have fulfilled all of the requirements to date will be posted on the bulletin board outside the 

HTM Career Center (B-22). After all the forms, final paper, and proof of hours have been completed, 

students will then be eligible to sign-up for a mandatory group discussion session.  

Á Reports should be stapled. Do not put reports into binders or folders.  

Á Reports should have a title page, which includes the studentôs name, Student ID number, 

campus phone number, and name of the organization and location of the internship.   

Á Reports should be approximately 10 pages in length and double-spaced. 

Á Required:  Subject headings for each section.  You must list the subject heading and then list the 

question followed by the answer. 

Students are asked to submit the report in essay format by using the headings that follow. The report will 

consist of four parts. Part I and II will be the same regardless of the type of organization in which the 

internship was completed. Part III consists of the actual on-the-job specific information. The student will be 

asked to address information specific to the type of internship in which they are involved. Part IV will be the 

evaluation and critique of the internship. All parts must be submitted in sufficient detail to adequately cover 

what the student learned.  The student should be able to complete this report with information that they 

have gained through training and observation of the organization.  

The student is to use the Blackboard information regarding responsibilities for the Final Report.  Details will 

be sent out to the student after the signed internship application is submitted. 

Title Page: 

Á Studentôs name, student ID number, campus phone number, name of the organization, and location 

of the internship. 

 

Part I: Background of the Organization 

1. Give some information on the history and growth of the organization. 

2. What are the structures of the organization and your specific location? (Charts may also be included) 

3. Discuss the management philosophy or corporate culture of the organization. (This can be as seen by 

employees and/or management.) 

4. Give specific information on the clientele of your organization. (What type of business; during what times 

and periods; and what dollar volumes, etc.?) 

5. Discuss the specific competition to your organization both locally and nationally. 

 



Part II: Management, Training and Employee Information 

1. Was there a general employee orientation when you first started?  Discuss in detail. 

2. From the time you were hired, until the time you started, did you receive proper and timely information, 

and was it in line with what you were promised? 

3. Discuss the quality and quantity of training that you received while on this internship.  Who trained you, 

and how was it done, etc.? 

 

Part III: Specific Job Information 

1. For each major area in which you were involved in, discuss the following: 

a. Description of that department: include hours, number of employees, and specific areas 

within that department. 

b. Discuss the department supervisor in relation to background and abilities, what were their 

management philosophies? 

c. What was the job description of the position you had in this area? 

2. For each department you were in, and each position you held, discuss the following areas. 

a. Was each department or area staffed adequately? Explain. 

b. How does the department hire most of its employees? 

c. What was the turnover in each area? If high, explain. If low, explain. 

d. Were there any specific requirements for the employees that were hired? 

e. Who did, and by what methods were most of the employees trained? 

f. Are there specific job descriptions? 

g. Who does purchasing? 

h. How was scheduling done? 

i. For each job you performed, describe what you did in detail. 

 

Part IV: Evaluation and Critique 

1. Discuss the major strengths of the organization. 

2. Discuss the major weaknesses of the organization. 

3. Discuss your feelings about the value of this internship. 

4. What things would you do to change the internship? 



Purdue University, West Lafayette Campus 

 Employer Internship Progress Form  

 

Report #1 Due:      

Name of Student:  ________________________________  _______ Start Date:      

9ƳǇƭƻȅŜǊΩǎ bŀƳŜΥ              

Street Address:  ________________________________________________________________________ 

City:  _________________________    State:  ____________________   Zip Code:  __________________ 

Contact Persons Name and Title:            

E-mail:   Phone: ( )      

Please give us your comments on the above named student by rating the student on a scale of 1 to 7 with 7 being the 

highest. 

Interns Professionalism  1 2 3 4 5 6 7 

Interns work attitude  1 2 3 4 5 6 7 

Adaptability   1 2 3 4 5 6 7 

Co-worker cooperation  1 2 3 4 5 6 7 

What were the major strengths of this student? 

              

              

              

What were the major weaknesses of this student and what would you recommend? 

              

              

Would you be willing to take another intern in the future? 

Yes ___ No ___ (if no, please explain) 

             

          Date:    

#ÏÎÔÁÃÔ 0ÅÒÓÏÎȭÓ 3ÉÇÎÁÔÕÒÅ 

 

Please mail completed form to: Janet Glotzbach, HTM Career Center Coordinator, Stone Hall, Room B-22, 700 W. State St., 

West Lafayette, Indiana, 47907 or fax to:  Janet Glotzbach, HTM Career Center Coordinator (765) 494-6555. 

Email:  jglotzba@purdue.edu 

tƭŜŀǎŜ ŀǘǘŀŎƘ ōǳǎƛƴŜǎǎ ŎŀǊŘ όƛƴŦƻύ ǘƻ ǘƘƛǎ ŦƻǊƳΣ ƻǊ ǘƻ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ŜǾŀƭǳŀǘƛƻƴ ŦƻǊƳΦ 



Purdue University, West Lafayette Campus 

 Employer Internship Progress Form 

 

Report #2 Due:     

Name of Student:  ________________________________  _______ Start Date:      

9ƳǇƭƻȅŜǊΩǎ bŀƳŜΥ              

Street Address:  ________________________________________________________________________ 

City:  _________________________    State:  ____________________   Zip Code:  __________________ 

Contact Persons Name and Title:            

E-mail:   Phone: ( )      

Please give us your comments on the above named student by rating the student on a scale of 1 to 7 with 7 being the 

highest. 

Interns Professionalism  1 2 3 4 5 6 7 

Interns work attitude  1 2 3 4 5 6 7 

Adaptability   1 2 3 4 5 6 7 

Co-worker cooperation  1 2 3 4 5 6 7 

What were the major strengths of this student? 

              

              

              

What were the major weaknesses of this student and what would you recommend? 

              

              

Would you be willing to take another intern in the future? 

Yes ___ No ___ (if no, please explain) 

             

          Date:    

#ÏÎÔÁÃÔ 0ÅÒÓÏÎȭÓ Signature 

 

Please mail completed form to: Janet Glotzbach, HTM Career Center Coordinator, Stone Hall, Room B-22, 700 W. State St., 

West Lafayette, Indiana, 47907 or fax to:  Janet Glotzbach, HTM Career Center Coordinator (765) 494-6555. 

Email:  jglotzba@purdue.edu 

tƭŜŀǎŜ ŀǘǘŀŎƘ ōǳǎƛƴŜǎǎ ŎŀǊŘ όƛƴŦƻύ ǘƻ ǘƘƛǎ ŦƻǊƳΣ ƻǊ ǘƻ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ŜǾŀƭǳŀǘƛƻƴ ŦƻǊƳΦ   



 

HTM 302 

 

BLACKBOARD ASSIGNMENT 

 

REQUIREMENT:  TO BE COMPLETED ON BLACKBOARD OPEN CAMPUS 
 

 

You are required to register and log into Blackboard Open Campus and complete a weekly 

requirement during your internship.  This assignment is designed so that you can use these 

weekly reports when you are ready to complete your final report at the end of the 

internship.   

 

Each week there will be a core of similar questions that you are required to answer.  These 

questions will be supplemented with a few different questions each week. 

 

1.  You must fill out a weekly report for each week that you work during 

your internship. 

2. You must submit a minimum of ten (10) weekly reports. 

3. The weekly report is for the week ending at 11:59pm on Sunday, and 

must be completed no later than 11:59pm on Wednesday of the 

following week. 

4. All deadlines are listed on Blackboard Open Campus 

5. The weekly report must be completed in full and all questions 

answered. 

6. LATE ASSIGNMENTS WILL NOT BE ACCEPTED. 

7. EMAILING THE WEEKLY ASSIGNMENTS WILL NOT BE ACCEPTED. 

 

 

 

 

 

 

 

 



 

Dear HTM 302 students, 

Please read the following instructions carefully in order to complete this required part of your HTM 302 Internship. Please note 

that this requirement is in addition to the other ones that are listed in your internship materials.   

1.   You should register in class at ǘƘŜ άhǇŜƴ /ŀƳǇǳǎέ ƻŦ .ƭŀŎƪōƻŀǊŘ ŦƛǊǎǘΦ This will show as a regular class for 
       The summer although you are not officially registered for it or the credits until after you complete the  

    internship. 
 

2.   Here are the instructions to register on Open Campus.  
(You can also check the following instructions at https://help.itap.purdue.edu/viewarticle.php?articleid=2579). 

SELF-REGISTRATION PROCESS FOR CLASSES WITHIN OPEN CAMPUS 

If you have never used Open Campus before, follow the instructions: 

Choose your campus's Open Campus homepage for Blackboard (http://blackboard.purdue.edu). /ƭƛŎƪ ƻƴ άǘƻ 9ƴǘǊȅ 

tŀƎŜέΦ ¢ƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ link entitled "Create Account". This will direct you to a registration form that allows you to 

create your username and password for the desired account. Here you will also be asked for your email address to 

ensure that we do have contact information for your account.  

On this form there will also be a section for you to create a security question. This question will be used if you happen to 

forget your username and/or password. This will allow you the option to reset your own password on Open Campus if 

needed.  

After you have created an account at Open Campus,  

1. Go to Blackboard at http://blackboard.purdue.edu and select West Lafayette Open Campus  

2. Click Create Account. 

3. Click on the Entry Page button. The Open Campus Entry Page will appear.  

4. Click the Course List on the Log On page button.  

5. The Division Title page will appear.  Click on General Purpose 

6. The Group Title page will appear ς Click on HTM 

7. Category name page will appear ς Click on Green Triangle Icon to choose HTM 302. 

8. Type in your username and password. 

2. ²ƘŜƴ ȅƻǳ ǎƛƎƴ ƛƴΣ ƭƻƻƪ ŦƻǊ ǘƘŜ Ŏƭŀǎǎ ǿŜōǎƛǘŜ άHTM 302 - H Adler - Summer 2010έΦ WŀƴŜǘ DƭƻǘȊōŀŎƘ ŀƴŘ IƻǿŀǊŘ !ŘƭŜǊ ŀǊŜ ƭƛǎǘŜŘ 
as the instructors. All the class assignments and instructions for completing the assignments are on the website. 
 
оΦ tƭŜŀǎŜ Ǝƻ ǘƻ ά/ƻǳǊǎŜ /ƻƴǘŜƴǘέ ƻƴ ǘƘŜ ƘƻƳŜ ǇŀƎŜ ƻŦ ǘƘŜ Ŏƭŀǎǎ ǿŜōǎƛǘŜ ŀƴŘ ǊŜŀŘ άHTM 302 Weekly Report Instructions - 

{ǳƳƳŜǊ нлмлέ ōŜŦƻǊŜ ȅƻǳ ǎǘŀǊǘ ŘƻƛƴƎ ȅƻǳǊ ŀǎǎƛƎƴƳŜƴǘΦ 

 

 

 

 

https://help.itap.purdue.edu/viewarticle.php?articleid=2579
http://blackboard.purdue.edu/
http://blackboard.purdue.edu/
https://blackboard.purdue.edu/webct/urw/lc1246918813031.tp1256634692101/startFrameSet.dowebct?forward=organizer_generalFromCourseChannelList&lcid=1246918813031


                                                          

                                                                 

ACKNOWLEDGEMENT AGREEMENT 
 

FOR HTM 302 

 

I, ____________________, have read the HTM 302 Syllabus and understand the HTM 302 

Internship meet the following requirements: 

1) I must be paid 

2) I must rotate through three different functional areas. 

3) I must complete a minimum of 400 hours. 

I understand the following are course requirements for the HTM 302 Internship and are my 

responsibility to complete by the required deadlines: 

 Application Form signed and returned by due date 

 Student Progress Reports (2) 

 Employer Internship Progress Forms (2) 

 Weekly Blackboard Assignments  

 Final Report 

 Proof of Hours 

 Group Discussion 

By signing my name, I acknowledge that I have read and understand the information 

presented in the HTM 302 Internship Syllabus.  I understand that I am responsible for all 

guidelines, responsibilities and deadlines for the HTM 302 Internship. 

 

Signature____________________________________________  Date_________________ 

 

(THIS FORM MUST BE SUBMITTED WITH YOUR HTM 302 APPLICATION) 

 

 



HTM 302 INTERNSHIP  

STUDENT AGREEMENT 

By attending this information session and receiving the information packet, I understand the following: 

 I understand for my internship to qualify for HTM 302 credit, the following conditions are necessary: 

4) I must be paid. 

5) I must rotate through a minimum of three functional areas. 

6) I must complete a minimum of 400 hours for summer or semester internship. 

 

I understand the following course requirements must be submitted to the HTM Career Center by the outlined due 

date:  

Á Submit weekly Blackboard updates. 

Á Submit student progress reports #1 and #2. 

Á Ensure employer progress reports #1 and #2 are received. 

Á Submit final paper. 

Á Submit proof of hours. 

Á Participate at an internship group session. 

 

SUMMER INTERNSHIP: 

I understand the internship application form signed by the employer must be received by the appropriate due date in 

order to be registered for HTM 302. 

 

FALL / SPRING INTERNSHIP: 

I understand the internship application form signed by the employer must be received by the appropriate due date in 

order to be registered for HTM 302.  Additionally, I understand that I am required to see HTM Student Services in 

Stone, B-15 for registration procedures. 

 

 


