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Biology Department Internship Program

Progress Report Guidelines
Progress reporting assists students in evaluating their overall Internship experience as well as documenting work information that may be helpful for future interviews.  Progress reports are to be submitted to the internship coordinator once every two weeks (bi-monthly) for the duration of the internship.  Bi-monthly progress reports can be FAXed or E-mailed to:
Pete Koetsier


Phone: (208) 426-3262
Biology Dept., 


FAX: (208) 426-1040
Boise State University

E-mail: pkoet@boisestate.edu
1910 University Dr

Boise, Idaho  83725-1515

Guidelines have been provided to assist you in completing your bi-monthly progress report.  Please include the items listed below and incorporate them in your progress report.

· Plans (Goals and Objectives): List your specific goals and objectives (short-range and/or long-range).  Indicate what steps you plan to take to accomplish these objectives.  If there have not been any changes in these since your last report, please indicate.
· Projects: Describe work projects you have been assigned to do, including deadlines.  If there have not been any changes in these since your last report, please indicate.

· Time Management: Describe how you use your time, prioritize projects, complete projects and routine duties, and organize your workload. 

· Accomplishments:  Outline what you have accomplished since your last progress report and explain why you consider it an accomplishment.
· Learning Experiences:  Detail skills developed, knowledge gained or lessons learned since your last progress report.

Report any concerns or problems you may have encountered to the Internship Coordinator immediately.  The Coordinator is available to assist you with transition problems and work-related issues.  This open communication is designed to promote a positive internship experience.
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