SAMPLE INTERNSHIP TIME CARD

DIRECTIONS:

1. Time cards need to be completed bi-weekly. Time cards need to be completed even when no hours have been worked.

2.
Enter the day of the week (e.g. Monday, Tuesday, etc.), the date, a short summation of your activities, the starting time, and the number of hours worked.


NOTE:  You can make more than one entry for each day worked.

3.
At the bottom of the page record the number of hours worked to date and the 

number of hours remaining to work in your internship.

4.
File this time card with your faculty supervisor no later than one week after the time period.

	  Day of Week
	Date
	Activity
	Starting Time
	# of Hours Worked

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






             Total Number of Hours Worked:  _______________

              Total Hours to Work:   _______

    Total Hours Worked to Date:   ______

Total Hours Remaining to Work:  ______

I certify that the above hours accurately represent the hours worked.







_______________________
  ___________







Student’s Signature 

  Date


__________________


_______________________   
 ___________

Phone Number



Supervisor’s Signature

 Date

