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To:

(Name/Title/Company)
From:

Chuck Fifield, Baylor University

Date:

RE:

Music & Entertainment Marketing internship, Baylor University
Dear (Name),
The Music & Entertainment Marketing program in the Hankamer School of Business at Baylor University is pleased that you have shown an interest in developing an internship for ________. There are many aspects of music & entertainment marketing which students learn more about through experience and exposure than in a classroom.

In order to maintain the integrity of the internship program, there are certain things we require of the sponsoring firm and of our students. From the sponsoring firm we need:
1. Prior to the student’s registration:
a. A statement of activities in which the intern will be involved (see attached form)
b. The name of the intern's immediate supervisor.
c. The number of hours work which will be required of the intern on a weekly basis.

d. Criteria used in evaluating the intern's performance.
2. During the internship (one month after official start), an email to Charles Fifield (Charles_Fifield@Baylor.edu) reporting on the intern's progress and performance.
3. After the internship,

a. A final evaluation of the intern's performance (see attached form)
b. Recommendations for changes, if applicable.

c. Evaluation of the internship program from the perspective of the firm.

Again, we appreciate your willingness to aid in the education of our students.  Please fill out the enclosed forms at your earliest convenience so that we may register the student in our program in time for the upcoming semester.

Sincerely,

Chuck
Charles Fifield
M&E Marketing Internship Coordinator

Lecturer, Department of Marketing

Baylor University

254.710.4753
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