
 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Pac ke t Inc lude s: 
Applic atio n 

Pre re quisite s 

Co urse  Re quire me nts 

Syllabus and Due  Date s 

ASID Co de  o f Ethic s 

Re se arc h Assignme nt # 1 

Re se arc h Assignme nt # 2 

Fo rms 1 – 6 
 

 

                          Inte rio r De sign Inte rnship 

                                     ID-442 
 



APPLICATION FOR INTERIOR DESIGN INTERNSHIP -  ID 442 

Inte rior De sig n Prog ra m 

The  Unive rsity of Southe rn Mississippi 
 

Da te :  _______________________ Se me ste r o f Pro po se d  Inte rnship : _______________ 

 

Dire c tio ns: Ple a se  pro vide  a ll re q ue ste d  info rma tio n.  Atta c h the  fo llo wing  to  this a pp lic a tio n: (1) 

c urre nt/ a c c ura te  USM tra nsc rip t, (2) c o py o f upda te d  ré sumé , a nd  (3) c o py o f c o ve r le tte r 

use d  to  o b ta in inte rnship . 

 

 Na me :   ______________________________________ 

 Addre ss: ______________________________________ 

   ______________________________________ 

 Ho me  Pho ne : _____________________Ce ll: ____________ 

 E-Ma il:  ______________________________________ 

 

List a ny c o urse s with se c tio n numb e r a nd  c re d it ho urs tha t must b e  ta ke n while  inte rning : 

  

 Co urse : _________________________________ Se c tio n: _____   Ho urs: ________ 

 Co urse : _________________________________ Se c tio n: _____   Ho urs: ________ 

 Co urse : _________________________________ Se c tio n: _____   Ho urs: ________ 

 

Do  yo u p la n to  ha ve  e mplo yme nt in a dd itio n to  the  inte rnship?  _____ Ye s   _____ No  

 

If ye s, p le a se  p ro vide  the  na me , a d dre ss, a nd  pho ne  numb e r o f this e mplo yme nt a s we ll a s the  

na me  o f yo ur d ire c t supe rviso r: 

  

 ______________________________________ 

 ______________________________________ 

 ______________________________________ 

 ______________________________________ 

 ______________________________________ 

  

 

Ha s this a d d itio na l e mplo yme nt b e e n d isc usse d  with the  fo llo wing ?  

 

 Ac a d e mic  a dviso r a t USM     _____ Ye s   _____  No  

 ID 442 instruc to r   _____ Ye s   _____  No  

 Supe rviso r in ho st firm    _____ Ye s   _____  No  

 

 
 

Be fo re  ta king  ID 442, a  stud e nt must ha ve  e a rne d  a  g ra d e  o f “C”  o r b e tte r in a ll c o urse s liste d  

unde r the  ma jo r a nd  ha ve  a n o ve ra ll GPA o f 2.5 fo r the  la st 60 ho urs o f c o urse  wo rk.  Ple a se  

c he c k a ll c o urse s b e lo w tha t me e t this re q uire me nt.  Pla c e  “ IP”  in the  b la nk if a  c o urse  is “ in 

pro g re ss.”  Write  your g ra de  in the  bla nk provide d. (Junio rs must me e t min. re q uire me nts fo r ID 

310/ 340/ 439 - se e  

 
_____ ART 101  _____ CAD I (ID 310) _____  CAD II (ID 311) _____ ID 342 GHY 331_____ 

_____ ART 111  _____ ID 232  _____ ID 320  _____ ID 439 ART HIS   _____ 

_____ ART 112  _____ ID 238  _____ ID 325  _____ ID 440 ID 490  _____ 

_____ ART 113  _____ ID 240  _____ ID 339  _____ ID 441 ID 303     _____ 

_____ ID 140  _____ ID 242  _____ ID 340  _____ ID 438 

 

 



 

 

Ple a se  pro vide  the  na me , a ddre ss, a nd  pho ne  numb e r o f the  ho st de sig n e sta b lishme nt 

c ho se n fo r yo ur inte rnship : 

 

 ______________________________________ 

 ______________________________________ 

 ______________________________________ 

 ______________________________________ 

 ______________________________________ 

  

 

Ple a se  pro vide  the  na me  o f yo ur d ire c t supe rviso r a t the  ho st firm: 

 

 ______________________________________ 

 

 

Pro po se d  pe rio d  o f inte rnship  (b e g ins) _____________ (e nds) ____________ 

 

Numb e r o f ho urs inte rn will b e  wo rking  pe r we e k: ___________ 

 

Will the  inte rn b e  pa id  a  sa la ry?  ______ Ye s ______   No  

 

 

 

 

I he re b y c e rtify tha t the  info rma tio n o n this Inte rio r De sig n Inte rnship  App lic a tio n, the  

tra nsc rip t, ré sumé , a nd  c o ve r le tte r is c o mple te , a c c ura te , a nd  truthful to  the  b e st o f my 

kno wle d g e . 

 

 

      ________________________________________ 

      Sig na ture  o f Stude nt   Da te  

 

 

 

The  ho st inte rio r de sig n e sta b lishme nt liste d  a b o ve  is the  stude nt’ s c ho ic e  a nd  ha s b e e n 

a ppro ve d .  Until sig ne d , the  inte rnship  is no t a ppro ve d . 

 

 

      ________________________________________ 

      Sig na ture  o f Instruc to r   Da te  

 

 

 

 

 

 

 

 

 

 

 

 



Co ng ra tula tio ns…. Yo u a re  so o n g o ing  to  b e  le a ving  yo ur a c a d e mic  

c a re e r a t So uthe rn Miss fo r a  p ro fe ssio na l c a re e r in inte rio r d e sig n.  As a  fina l 

re q uire me nt to  e a rn yo ur d e g re e , yo u must c o mp le te  a  4 c re d it ho ur inte rnship  

e xp e rie nc e  c o nsisting  o f 320 ho urs.  This d o c ume nt will o utline  the  re q uire me nts o f 

yo ur ho st firm, yo ur re q uire me nts a s a n inte rn a s we ll a s the  re q uire me nts fo r a ll 

a ssig nme nts. 

 

It is o ur inte ntio n tha t ID-442 will o p e n d o o rs fo r yo ur future  c a re e r.  While  the  Inte rio r 

De sig n Pro g ra m d o e s no t d ic ta te  o r find  inte rnship s fo r o ur stud e nts we  d o  a d vise  

stud e nts to  se e k inte rnship s in a re a s tha t the y wo uld  ho p e  to  p ursue  a s a  future  

c a re e r.  We  ha ve  a  re c o rd  o f firms fro m p rio r inte rns tha t c a n sha re d  if yo u kno w a  

p a rtic ula r g e o g ra p hic  a re a  yo u wish to  wo rk within. 

 

ID- 442 Course  De sc ription: 

4 hr: A p ra c tic um fo r the  inte rio r d e sig n stud e nt in a  wo rking -tra ining  situa tio n with a  

p ro fe ssio na l inte rio r d e sig ne r.  

 

Inte rnship Pre re quisite s: 

ID Pre re q uisite s inc lud e : ID 232, 303, 320, 325, 333, 339, 340, 342, 438, 439, 440, a nd  

490 with a  ma jo r GPA o f 2.5 a nd  a  g ra d e  o f C  o r b e tte r in ID 490.  In a d d itio n, a ll 

ma jo r c o urse s liste d  und e r the  De g re e  Pla n must b e  c o mp le te d  a nd  stud e nts must 

ha ve  a n o ve ra ll 2.50 G PA fo r the  la st 60 ho urs o f c o urse  wo rk c o mp le te d .   

 

While  a ll inte rio r d e sig n c o urse wo rk must b e  c o mp le te d  p rio r to  the  inte rnship , 

stud e nts ma y ta ke  up  to  a  ma ximum o f thre e (3) a d d itio na l ho urs o f Ge ne ra l Ed  

Co re  a t the  sa me  time  a s the ir inte rnship .  Stud e nts sho uld  se e k if a t a ll p o ssib le , 

o nline  c o urse s fo r the ir re ma ining  c o re  c la sse s. 

 

Stud e nts ma y a p p ly fo r a n e a rly inte rnship  the  summe r fo llo wing  the  c o mp le tio n o f 

ID-439 a nd  ID-340 if the  stud e nt me e ts the  fo llo wing  c rite ria : 

 

1) Ha ve  e a rne d  a  90 a ve ra g e  in ID-310, ID-340 a nd  ID-439. 

2) Ha ve  a  minimum GPA o f 3.25 in the  ma jo r. 

 

Re quire me nts for Inte rnship: 

 

1) Inte rnship s a re  o ffe re d  in the  summe rs o nly.  Exc e p tio ns ma y b e  a p p ro ve d  

o n a n ind ivid ua l b a sis fo r a  fa ll inte rnship .       

2) Stud e nts c a nno t wo rk a t a n e sta b lishme nt in whic h the y ha ve  re la tive s.  This 

inc lud e s e ithe r b lo o d  o r ma rria g e . 

3) Ad d itio na l e mp lo yme nt o utsid e  the  inte rnship  must b e  a p p ro ve d  p rio r to  the  

sta rt o f the  inte rnship  with the  inte rnship  c o o rd ina to r a nd  must no t b e  

inte rp re te d  a s a  c o nflic t o f inte re st. 

4) Stud e nts must wo rk a  minimum o f 40 ho urs p e r we e k d uring  the  summe r 

se me ste r to  o b ta in the  320 ho urs re q uire d .  The re  a re  8 we e ks in the  summe r 

se ssio n.   

5) We e ks c o mp le te d  must b e  c o nse c utive  to  re c e ive  4 c re d it ho urs. 

6) Stud e nts a re  re sp o nsib le  fo r find ing  the ir o wn inte rnship s. 

 

 



7) Only o ne  inte rn is a llo we d  a t a  firm a t o ne  time .  Exc e p tio ns ha ve  b e e n 

ma d e  a t la rg e  firms, b ut the  inte rns must ha ve  se p a ra te  sup e rviso rs a nd  wo rk 

in d iffe re nt d e p a rtme nts.  Und e r no  c irc umsta nc e s c a n mo re  tha n o ne  inte rn 

wo rk in the  sa me  d e p a rtme nt with the  sa me  sup e rviso r. 

8) The  d e sig n firm a nd  ho st d e sig ne r must ha ve  b e e n in b usine ss fo r a t le a st 

o ne  ye a r. 

9) Inte rns ma y no t wo rk fo r firms in whic h the y a re  c urre ntly e mp lo ye d .  

Ho we ve r, if the  stud e nt d e sire s to  re ma in a t with the  firm, the y must 

d o c ume nt a  ne w jo b  d e sc rip tio n a lo ng  with the ir p re vio us jo b  d e sc rip tio n.  

This d o c ume nta tio n must b e  a p p ro ve d  b y the  inte rnship  c o o rd ina to r. 

10) The  ho st d e sig ne r must me e t two  o f the  fo llo wing  c rite ria : 

a . A me mb e r o f IIDA, ASID, NKBA o r AIA 

b . Ha ve  p a sse d  the  NCIDQ e xa m 

c . Ha ve  p a sse d  the  AKBD e xa m 

d . Ha ve  a  4-ye a r d e g re e  in Inte rio r De sig n 

e . Ho ld  a  sta te  lic e nse  

11) In a d d itio n, stud e nts wo rking  in sta te s tha t ha ve  inte rio r d e sig n le g isla tio n 

must wo rk with a  re g iste re d  o r lic e nse d  inte rio r d e sig ne r o r re g iste re d  

a rc hite c t unle ss p ursuing  a  c a re e r in the  kitc he n a nd  b a th ind ustry. 

12) Stud e nts ma y no t c o unt ho urs wo rke d  p rio r to  the  sta rt o f the  summe r 

se me ste r o r ho urs wo rk a fte r the  la st d a y o f the  summe r se me ste r in the  320 

ho urs re q uire d .   

13) Stud e nts must g e t a p p ro va l if the y will b e g in wo rking  e a rly. 

14) Stud e nts must p ro vid e  the ir o wn a c c id e nt a nd  me d ic a l insura nc e  a nd  must 

wa ive  a ny re sp o nsib ility in this re sp e c t to  the  ho st inte rio r d e sig n firm a nd  The  

Unive rsity o f So uthe rn Mississip p i. 

15) It is up  to  the  d isc re tio n o f the  ho st firm to  o ffe r a  sa la ry.  Re c e iving  a  sa la ry is 

c o mp le te ly o p tio na l. 

16) Stud e nts must ho no r the  ho lid a y sc he d ule  o f the ir ho st firm a nd  no t the  USM 

ho lid a y sc he d ule .   

17) All inte ra c tio n with the  ho st firm – b o th writte n a nd  ve rb a l – is to  b e  

c o nd uc te d  using  the  Eng lish la ng ua g e . (a p p lie s to  inte rna tio na l inte rnship s) 

 

Applic a tion Proc e ss: 

 

1) Ap p lic a tio ns must b e  c o mp le te d  a nd  a p p ro ve d  b y the  inte rnship  

c o o rd ina to r p rio r to  b e g inning  the  inte rnship . 

2) Fo rms ma y b e  o b ta ine d  fro m the  inte rnship  c o o rd ina to r in the  sp ring  

se me ste r.   

3) The  a p p lic a tio n fo rm must b e  c o mp le te d  d ig ita lly a nd  e ma ile d  b y the  

d e a d line  ind ic a te d  o n the  a p p lic a tio n.  Typ ic a lly this will b e  a t le a st o ne  

we e k b e fo re  the  summe r se me ste r b e g ins. 

4) Ap p lic a nts must sub mit a  c o p y o f the ir o ffic ia l tra nsc rip t (fro m the  re g istra r’ s 

o ffic e ), a nd  the  re sume  a nd  c o ve r le tte r use d  to  a c q uire  the ir inte rnship . 

 

 

 

 

 

 

 



ID- 442: INTERIO R DESIG N INTERNSHIP 

Sc ho o l o f C o nstruc tio n 

Sum m e r 2010 

 

TIME/ PLACE:  Arra ng e d  

    

INSTRUC TO R:  Cla ire  L. Ha milto n, ASID 

 

O FFIC E:  Inte rio r De sig n Studio  301 

 

TELEPHO NE/   Wo rk:  266-6437     c e ll:  601-408-2524 

E- MAIL:   Cla ire .ha milto n@ usm.e du 

    

O FFIC E HO URS: Re fe r to  We b site  

   (Offic e  ho urs will no t b e  ho no re d  during  the  we e k o f fina l e xa ms.   

If yo u ne e d  to   me e t with the  instruc to r during  this we e k, p le a se  sc he dule  

a n a ppo intme nt.) 

 

C O URSE  4 c re d it ho urs 

DESC RIPTIO N: A pra c tic um fo r the  inte rio r de sig n stude nt in a  wo rk tra ining  situa tio n with 

a  pro fe ssio na l inte rio r de sig ne r. 

 

 

PREREQ UISITES: The  stude nt must ha ve  e a rne d  a  g ra de  o f “C” o r b e tte r in a ll inte rio r 

de sig n c o urse s a nd  ha ve  a n o ve ra ll 2.50 GPA fo r the  la st 60 ho urs o f 

c o urse  wo rk c o mple te d  (o r pe rmissio n o f the  instruc to r). 

  

   

            TEXTBO O K(S): Pub lic a tio n Ma nua l o f the  Ame ric a n Psyc ho lo g ic a l Asso c ia tio n  

  (5th e d .).  (2001). Wa shing to n, D.C.: Ame ric a n Psyc ho lo g ic a l 

Asso c ia tio n. 

 

 

C O URSE  At the  e nd  o f the  se me ste r, the  stude nt will b e  a b le  to : 

O BJEC TIVES: 1. De te rmine  ind ividua l g o a ls a nd  o b je c tive s with the  ho st de sig n firm 

c o o rd ina to r. 

 2. Fulfill re spo nsib ilitie s a ppro pria te  to  the  ho st de sig n firm. 

 3. Sub mit to  the  USM inte rnship  c o o rd ina to r writte n lo g s ind ic a tive  o f 

da ily wo rk e xpe rie nc e s in the  inte rio r de sig n fie ld .  Lo g  is de fine d  fo r 

ID 442 c la ss a s a  “ re c o rd  o f a c tivitie s re la te d  to  inte rnship  

re spo nsib ilitie s.”  

 4. Co nduc t ne c e ssa ry re se a rc h a nd  write  two  re se a rc h pa pe rs. 

 5. Be  e va lua te d  with re g a rd  to  a c hie ve me nt o f g o a ls a nd  

re spo nsib ilitie s. 

 

 

 

  

PO INT SYSTEM: A = 90 - 100  Stude nts must turn in a ll re q uire d  c o urse   

 B =  80 - 89  c o mpo ne nts to  e a rn a  g ra de  o f “C” o r hig he r. 

 C = 70 – 79  Me e ting  De a d line s is a  ma jo r c o mpo ne nt o f 

 D = 60 – 69  yo ur g ra de .   

 F = Be lo w 60 

  



  

The  instruc to r re se rve s the  rig ht to  ma ke  c ha ng e s in the  sc he d ule , 

c o urse  re q uire me nts, a nd  p o int syste m if ne c e ssa ry fo r suc c e ssful 

c o mp le tio n o f the  c o urse .  

 

The re  will b e  no  e xa ms d uring  the  ID-442 c la ss.  Gra d e s will b e  b a se d  

o n the  fo llo wing : 

 

                25%  Eva lua tio ns o f the  stude nt inte rn ma d e  b y the  o wne rs a nd / o r se nio r 

d e sig ne rs a t the  ho st inte rio r d e sig n firm.  This usua lly doe s not inc lud e  

ind ivid ua ls with no  inte rio r d e sig n e d uc a tio n/ b a c kg ro und , e tc .  

Usua lly a t le a st 3 e va lua tio ns a re  suffic ie nt, b ut so me  firms do  no t 

ha ve  3 o wne rs/ de sig ne rs; the re fo re , a llo wa nc e s a re  ma de  in suc h 

insta nc e s.  Ple a se  ma ke  sure  to  g ive  yo ur e va lua to rs the se  fo rms e a rly 

so  the y will kno w wha t to  e va lua te  yo u o n d uring  yo ur time  a t the ir 

firm.  The  e va lua tio ns will b e  c o mple te d  o nline  thru Surve y Mo nke y 

a nd  a  link will b e  d istrib ute d  b y the  instruc to r to  e a c h o f the  

e va lua to rs. 

  

               25%  Two  typ e writte n re se a rc h p a p e rs whic h c o ve r re q uire d  to p ic s.  It is 

e xpe c te d  tha t a n inte rn will sta rt c o lle c ting  info rma tio n fo r Pa pe r # 2 

fro m the  ve ry b e g inning  o f the  inte rnship .  Pe rio d ic a ls re c e ive d  b y the  

ho st d e sig n firm pro vid e  a  g o o d  sta rt, b ut the  inte rn ha s to  de te rmine  

e a rly whic h p e rio d ic a ls with a p p ro p ria te  a rtic le s c a n b e  inc lud e d  in 

Pa pe r # 2. 

 

              25%  We e kly lo g s tha t a re  fo rwa rd e d  to  the  inte rnship  c o o rd ina to r e ve ry  

2 we e ks.  Re a d  p a g e  19 o f the  Inte rnship  Manual to  de te rmine  wha t 

sho uld  b e  inc lude d  in lo g s in o rd e r to  re c e ive  the  full 25% c re d it.  

Ple a se  b e  d e ta ile d  in yo ur d o c ume nta tio n. Sub mit a ll fo rms d ig ita lly 

via  e ma il.  

 

              25%  Atte nd a nc e  a t o rie nta tio n me e ting s a s we ll a s c o mp lia nc e  in 

fo llo wing  d ire c tio ns a nd  c o mple tio n a nd  a rriva l o f re q uire d  wo rk b y 

sc he d ule d  due  d a te  will b e  inc lud e d  in this p e rc e nta g e  o f the  

e va lua tio n. 

 

 

ATTENDANCE: To  e a rn 4 ho urs o f a c a d e mic  c re d it, the  inte rn is e xpe c te d  to  lo g  a t 

le a st 320 ho urs with a  d e sig n firm. 

 

 

SALARY AND                Stud e nts a re  a wa re  tha t in so me  e sta b lishme nts, inte rns re c e ive  

INSURANCE:                 minimum  sa la ry.  Any suc h a rra ng e me nt is c o mple te ly o p tio na l.  

It is the  STUDENT who  is re sp o nsib le  fo r his/ he r o wn a c c id e nt a nd  

me d ic a l insura nc e  fo r the  time  tha t he / she  is o n the  jo b  a nd  he / she  

must wa ive  a ny re sp o nsib ility in this re spe c t to  the  ho st inte rio r d e sig n 

firm (unle ss the  firm po lic ie s ind ic a te  o the rwise ) a nd  The  Unive rsity o f 

So uthe rn Mississipp i. 

 

 

 

 

 

 

 

 



 

 

ACADEMIC A hig h sta nda rd  o f ho ne sty is e sse ntia l to  a n e ffe c tive  le a rning  

DISHONESTY AND  e nviro nme nt a nd  stud e nts a re  e xpe c te d  to  le a rn the  c o urse  

PROFESSIONAL  c o nte nt a nd  d e mo nstra te  the  a c hie ve me nt in a n ho ne st ma nne r. 

ETHICS: Whe n/ If c he a ting , p la g ia rism a nd / o r misre p re se nta tio n o f the  truth is  

d isc o ve re d , the  inte rnship  c o o rd ina to r re sp o nsib le  fo r ID 442 will 

a wa rd  a  “0" o n the  a ssig nme nt a nd  c a n a wa rd  a n ”F”  in the  c o urse  

in whic h the  d isho ne st e ffo rt ha s b e e n e xhib ite d .  Ab se nc e  fro m wo rk 

is like  a n a b se nc e  fro m sc ho o l — b e  truthful to  the  ho st firm 

c o o rd ina to r a s to  why yo u a re  a b se nt if yo u ha ve  to  miss wo rk a nd  

b e  sure  to  te le p ho ne  the  ho st firm c o o rd ina to r to  le t the m kno w tha t 

yo u will b e  a b se nt.  Ac c o rd ing  to  The  Stude nt Handb o o k fo r USM 

stud e nts, a c a d e mic  d isho ne sty is c le a rly d e fine d  a nd  is wro ng .  Ea c h 

inte rn is re spo nsib le  fo r b e c o ming  info rme d  o n Unive rsity p o lic ie s a nd  

p ro fe ssio na l e thic s in the  d e sig n p ro fe ssio n (re fe r to  the  a tta c he d  

ha nd o ut, ASID Co de  o f Ethic s a nd Pro fe ssio na l Co nduc t). 

 

USM HOLIDAYS: The  ho st e mp lo ye rs ma y no t ho no r the  sa me  ho lid a ys a s USM.  

Stude nts a re  to  o b se rve  ho lid a ys a s sc he dule d  b y the  ho st firm.  

Fa c ulty a nd  sta ff will ho no r ho lid a ys a s pub lishe d  in the  USM Sc he dule  

Guide . 

 

 

ADA Sta te me nt:  If a  stud e nt ha s a  d isa b ility tha t q ua lifie s und e r the  Ame ric a n with 

Disa b ilitie s Ac t (ADA) a nd  re q uire s a c c o mmo d a tio ns, he / she  sho uld  c o nta c t the  Offic e  fo r 

Disa b ility Ac c o mmo d a tio ns (ODA) fo r info rma tio n o n a p p ro pria te  p o lic ie s a nd  p ro c e d ure s.  

Disa b ilitie s c o ve re d  b y ADA ma y inc lud e  le a rning , p syc hia tric , physic a l d isa b ilitie s, o r 

c hro nic  he a lth d iso rd e rs.   Stud e nts c a n c o nta c t ODA if the y a re  no t c e rta in whe the r a  

me d ic a l c o nd itio n/ d isa b ility q ua lifie s.   

Ad d re ss: 

  The  Unive rsity o f So uthe rn Mississip p i 

   O ffic e  fo r Disa b ility Ac c o mmo d a tio ns 

  118 Co lle g e  Drive  #  8586 

  Ha ttie sb urg , MS    39406-0001 

Vo ic e  Te le pho ne :   (601) 266-5024 o r (228) 214-3232      Fa x:  (601) 266-6035 

 Ind ivid ua ls with he a ring  impa irme nts c a n c o nta c t ODA using  the  Mississip p i Re lay 
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ADDITIONAL COMMENTS 

The  inte rn is wise  to  ke e p pe rsona l c opie s of a ll work sub mitte d  to  the  inte rnship  

c o o rd ina to r.  With mo st “ e xp re ss ma il”  syste ms a  sig na ture  is re q uire d  b y the  o ne  re c e iving  

the  le tte r o r p a c ka g e ; the re fo re , do not se nd ma te ria ls e xpre ss ma il a s the  instruc to r ma y 

no t b e  a va ila b le  a t the  time  o f d e live ry a nd  the  p a c ka g e  mig ht b e  d e la ye d .  It is the  

stud e nt’ s re sp o nsib ility to  a ssure  the  wo rk is re c e ive d  b y the  sta te d  d ue  d a te s.  Ma na g e  

yo ur time  a nd  ma ke  p la ns a he a d  o f time  to  ho no r the se  e xpe c te d  d e a d line s.   

 

The  se me ste r fo r inte rnship  is o ne  the  mo st imp o rta nt a nd  sho uld  b e  o ne  o f the  mo st 

re wa rd ing  time s o f the  e ntire  e d uc a tio na l p ro c e ss.  It, a s with a ll thing s in life , will yie ld  just 

wha t yo u p ut into  it.  Think p o sitive ly a nd  try ve ry ha rd  to  c o mp le te  yo ur re sp o nsib ilitie s with 

the  b e st po ssib le  a ttitude .  Yo u will, ho pe fully, finish the  se me ste r with so me  de sig ne rs who  

a re  willing  to  re c o mme nd  yo u o r, p o ssib ly hire  yo u!  Go o d  luc k!!!!! 

 



 

 

DUE DATES FOR FORMS IN THE INTERIOR DESIGN INTERNSHIP MANUAL  

Summe r 2010 

 
Be fore  the  inte rnship be g ins: (De a dline :  Frida y, Ma y 28th) 

 1. Inte rnship  a pp lic a tio n 

 2. Ré sumé , c o ve r le tte r, a nd  c o p y o f tra nsc rip t 

 
At the  e nd of the  se c ond we e k of the  inte rnship:  (De a dline :  Monda y, June  14th) 

 1. Inte rio r De sig n Inte rnship  Re c o rd  (Fo rm I) 

 2. Ge ne ra l De sig n Firm Info rma tio n (Fo rm II) 

 3. Wo rk Exp e rie nc e  Ob je c tive s fo r De sig n Inte rns (Fo rm III --V p a g e s) 

 4. Inte rio r De sig n Eva lua to rs (Fo rm IV) 

 5. First se t o f we e kly lo g s (Fo rm VI) 

  - the re  a re  2 pa g e s fo r e a c h we e k o f re p o rting  

- we e kly lo g s a re  fille d  o ut da ily e ma ile d   to  the  inte rnship  c o o rd ina to r e ve ry 2 

we e ks 

 
Midpoint of inte rnship: (De a dline :  Tue sda y, June  29th) 

 1. Busine ss Pro c e d ure s re se a rc h p a p e r - Pa p e r # 1 - the  p a p e r ne e d s to  b e  in the  

p o sse ssio n o f the  USM inte rnship  c o o rd ina to r no  la te r tha n the  a b o ve  d a te  - 

tho ug h it ma y b e  sub mitte d  e a rlie r.  If o ne  is ma iling  the  p a p e r, b e  sure  tha t yo u 

a llo w e no ug h time  fo r the  p a pe r to  g e t to  the  instruc to r b y the  sta te d  due  d a te . 

DO NOT FAX OR EMAIL YOUR PAPER. 

  
On or be fore  la st full we e k of inte rnship (no la te r tha n Frida y, July 30th) 

1. Future  o f Inte rio r De sig n re se a rc h p a p e r - Pa p e r # 2 - the  p a p e r ne e d s to  b e  in 

the  p o sse ssio n o f the  USM inte rnship  c o o rd ina to r no  la te r tha n the  a b o ve  d a te   - 

tho ug h it ma y b e  sub mitte d  e a rlie r.  If o ne  is ma iling  the  p a p e r, b e  sure  tha t yo u 

a llo w e no ug h time  fo r the  p a pe r to  g e t to  the  instruc to r b y the  sta te d  due  d a te . 

DO NOT FAX OR EMAIL YOUR PAPER. 

 

2. Eva lua tio n o f Stud e nt Inte rn (Fo rm V) c o mple te d  o n Surve y Mo nke y b y a ll the  

ind ivid ua l(s) in the  ho st de sig n firm who  ha ve  a g re e d  to  e va lua te  the  inte rn — 

the  p e o p le  with na me s sub mitte d  o n Fo rm IV.  The  inte rnship  c o o rd ina to r will 

e ma il a  link to  the  surve y to  e a c h o f the  na me s o n Fo rm IV. 

 
  It is importa nt to  have  an unde rsta nding  a t the  be g inning  of the  inte rnship with 

those  who ag re e  to  c omple te  the  e va lua tion form, tha t Form V is ve ry importa nt 

a nd tha t no fina l e va lua tion c a n be  c omple te d if Form V is not c omple te d.  If 

so me o ne  c a nno t a g re e  to  a ssist the  inte rn in this ma nne r, the n do not inc lud e  

the ir na me  a s a n e va lua to r o n Fo rm IV. 

 

3.  Stude nts will b e  se nt a  link to  a  g ra d ua tio n surve y tha t will ne e d  to  b e  

c o mple te d  b y the  a b o ve  d a te . 

 

  Ma iling  Ad d re ss:   C la ire  Ha milto n 

   Inte rio r De sig n Pro g ra m 

   118 Co lle g e  Drive , # 5113 

   Ha ttie sb urg , MS   39406 

   Pho ne :  601-266-6437 

   Fa x:  601-266-5166 

 



 
ASID Code of Ethics 
 

1.0 PREAMBLE  

 

Me mb e rs o f the  Ame ric a n So c ie ty o f Inte rio r De sig ne rs a re  re q uire d  to  c o nd uc t the ir 

p ro fe ssio na l p ra c tic e  in a  ma nne r tha t will insp ire  the  re spe c t o f c lie nts, sup p lie rs o f g o o d s 

a nd  se rvic e s to  the  p ro fe ssio n a nd  fe llo w p ro fe ssio na l de sig ne rs, a s we ll a s the  g e ne ra l 

pub lic . It is the  ind ivid ua l re spo nsib ility o f e ve ry me mb e r o f ASID to  upho ld  this c o d e  a nd  

b yla ws o f the  So c ie ty.  

 

 

2.0 RESPONSIBILITY TO THE PUBLIC  

 

2.1 Me mb e rs sha ll c o mply with a ll e xisting  la ws, re g ula tio ns a nd  c o d e s g o ve rning  b usine ss 

p ro c e d ure s a nd  the  p ra c tic e  o f inte rio r d e sig n a s e sta b lishe d  b y the  sta te  o r o the r 

jurisd ic tio n in whic h the y pra c tic e .  

 

2.2 Me mb e rs sha ll no t se a l o r sig n d ra wing s, sp e c ific a tio ns o r o the r inte rio r d e sig n 

d o c ume nts e xc e pt whe re  the  me mb e r o r the  me mb e r's firm ha s p re p a re d , sup e rvise d  o r 

p ro fe ssio na lly re vie we d  a nd  a p p ro ve d  suc h d o c ume nts, a s a llo we d  b y a pp lic a b le  la ws, 

rule s a nd  re g ula tio ns.  

 

2.3 Me mb e rs sha ll a t a ll time s c o nsid e r the  he a lth, sa fe ty a nd  we lfa re  o f the  p ub lic  in 

sp a c e s the y d e sig n. Me mb e rs a g re e , whe ne ve r p o ssib le , to  no tify p ro p e rty ma na g e rs, 

la nd lo rd s, a nd / o r pub lic  o ffic ia ls o f c o nd itio ns within a  b uilt e nviro nme nt tha t e nd a ng e r the  

he a lth, sa fe ty a nd / o r we lfa re  o f o c c up a nts. If, d uring  the  c o urse  o f a  p ro je c t, a  Me mb e r 

b e c o me s a wa re  o f a n a c tio n to  b e  ta ke n b y, o r o n b e ha lf o f the  Me mb e r's c lie nt, whic h in 

the  Me mb e r's re a so na b le  o p inio n is like ly to  re sult in a  ma te ria l a dve rse  e ffe c t o n the  

he a lth, sa fe ty a nd  we lfa re  o f p e rso ns o c c up ying  o r using  the  sp a c e , the  Me mb e r sha ll 

re fuse  to  c o nse nt to , o r pa rtic ipa te  in tha t a c tio n, a nd  if re q uire d  b y la w a nd / o r unde r 

c irc umsta nc e s the  Me mb e r d e e ms re a so na b ly prud e nt to  d o  so , the  Me mb e r sha ll re p o rt 

suc h a c tio n to  the  g o ve rnme nta l a g e nc y ha ving  jurisd ic tio n o ve r the  p ro je c t.  

 

2.4 Me mb e rs sha ll no t e ng a g e  in a ny fo rm o f fa lse  o r misle a d ing  a dve rtising  o r p ro mo tio na l 

a c tivitie s.  

 

2.5 Me mb e rs sha ll ne ithe r o ffe r, no r ma ke  a ny pa yme nts o r g ifts to  a ny pub lic  o ffic ia l, no r 

ta ke  a ny o the r a c tio n, with the  inte nt o f unduly influe nc ing  the  o ffic ia l's jud g me nt in 

c o nne c tio n with a n e xisting  o r p ro sp e c tive  p ro je c t in whic h the  me mb e rs a re  inte re ste d .  

 

2.6 Me mb e rs sha ll no t a ssist o r a b e t imp ro pe r o r ille g a l c o nduc t o f a nyo ne  in c o nne c tio n 

with a ny p ro je c t.  

 

3.0 RESPONSIBILITY TO THE CLIENT  

 

3.1 Me mb e rs' c o ntra c ts with c lie nts sha ll c le a rly se t fo rth the  sc o p e  a nd  na ture  o f the  

p ro je c ts invo lve d , the  se rvic e s to  b e  pe rfo rme d  a nd  the  me tho d s o f c o mpe nsa tio n fo r 

tho se  se rvic e s.  

 

3.2 Me mb e rs sha ll no t und e rta ke  a ny p ro fe ssio na l re sp o nsib ility unle ss the y a re , b y tra ining  

a nd  e xpe rie nc e , c o mp e te nt to  a de q ua te ly p e rfo rm the  wo rk re q uire d .  

 

3.3 Me mb e rs sha ll fully d isc lo se  to  a  c lie nt a ll c o mp e nsa tio n tha t the  me mb e r sha ll re c e ive  

in c o nne c tio n with the  p ro je c t a nd  sha ll no t a c c e pt a ny fo rm o f und isc lo se d  c o mpe nsa tio n 

fro m a ny p e rso n o r firm with who m the  me mb e r d e a ls in c o nne c tio n with the  p ro je c t.  



 

3.4 Me mb e rs sha ll no t d ivulg e  a ny c o nfid e ntia l info rma tio n a b o ut the  c lie nt o r the  c lie nt's 

p ro je c t, o r utilize  p ho to g ra p hs o f the  c lie nt's p ro je c t, witho ut the  pe rmissio n o f the  c lie nt.  

 

3.5 Me mb e rs sha ll b e  c a nd id  a nd  truthful in a ll the ir p ro fe ssio na l c o mmunic a tio ns.  

 

3.6 Me mb e rs sha ll a c t with fisc a l re spo nsib ility in the  b e st inte re st o f the ir c lie nts a nd  sha ll 

ma inta in so und  b usine ss re la tio nships with supp lie rs, ind ustry a nd  tra d e s.  

 

4.0 RESPONSIBILITY TO OTHER INTERIOR DESIGNERS AND COLLEAGUES  

 

4.1 Me mb e rs sha ll no t inte rfe re  with the  pe rfo rma nc e  o f a no the r inte rio r d e sig ne r's 

c o ntra c tua l o r p ro fe ssio na l re la tio nship  with a  c lie nt.  

 

4.2 Me mb e rs sha ll no t initia te , o r p a rtic ip a te  in, a ny d isc ussio n o r a c tivity whic h mig ht re sult 

in a n unjust injury to  a no the r inte rio r d e sig ne r's re puta tio n o r b usine ss re la tio nship s.  

 

4.3 Me mb e rs ma y, whe n re q ue ste d  a nd  it d o e s no t p re se nt a  c o nflic t o f inte re st, re nd e r a  

se c o nd  o p inio n to  a  c lie nt o r se rve  a s a n e xp e rt witne ss in a  jud ic ia l o r a rb itra tio n 

p ro c e e d ing .  

 

4.4 Me mb e rs sha ll no t e nd o rse  the  a p p lic a tio n fo r ASID me mb e rship  a nd / o r c e rtific a tio n, 

re g istra tio n o r lic e nsing  o f a n ind ivid ua l kno wn to  b e  unq ua lifie d  with re spe c t to  e d uc a tio n, 

tra ining , e xp e rie nc e  o r c ha ra c te r, no r sha ll a  me mb e r kno wing ly misre p re se nt the  

e xpe rie nc e , p ro fe ssio na l e xpe rtise  o f tha t ind ividua l.  

 

4.5 Me mb e rs sha ll o nly ta ke  c re d it fo r wo rk tha t ha s a c tua lly b e e n c re a te d  b y tha t me mb e r 

o r the  me mb e r's firm, a nd  und e r the  me mb e r's sup e rvisio n.  

 

4.6 Me mb e rs sho uld  re spe c t the  c o nfid e ntia lity o f se nsitive  info rma tio n o b ta ine d  in the  

c o urse  o f the ir p ro fe ssio na l a c tivitie s.  

 

5.0 RESPONSIBILITY TO THE PROFESSION  

 

5.1 Me mb e rs a g re e  to  ma inta in sta nd a rd s o f p ro fe ssio na l a nd  p e rso na l c o nd uc t tha t will 

re fle c t in a  re sp o nsib le  ma nne r o n the  So c ie ty a nd  the  p ro fe ssio n.  

 

5.2 Me mb e rs sha ll se e k to  c o ntinua lly up g ra d e  the ir p ro fe ssio na l kno wle d g e  a nd  

c o mp e te nc y with re sp e c t to  the  inte rio r d e sig n p ro fe ssio n.  

 

5.3 Me mb e rs a g re e , whe ne ve r p o ssib le , to  e nc o ura g e  a nd  c o ntrib ute  to  the  sha ring  o f 

kno wle d g e  a nd  info rma tio n b e twe e n inte rio r d e sig ne rs a nd  o the r a llie d  p ro fe ssio na l 

d isc ip line s, ind ustry a nd  the  pub lic .  

 

6.0 RESPONSIBILITY TO THE EMPLOYER  

 

6.1 Me mb e rs le a ving  a n e mp lo ye r's se rvic e  sha ll no t ta ke  d ra wing s, d e sig ns, d a ta , re p o rts, 

no te s, c lie nt lists o r o the r ma te ria ls re la ting  to  wo rk p e rfo rme d  in the  e mp lo ye r's se rvic e  

e xc e pt with p e rmissio n o f the  e mp lo ye r.  

 

6.2 A me mb e r sha ll no t unre a so na b ly withho ld  p e rmissio n fro m d e pa rting  e mplo ye e s to  

ta ke  c o p ie s o f ma te ria l re la ting  to  the ir wo rk while  e mplo ye d  a t the  me mb e r's firm, whic h 

a re  no t p ro p rie ta ry a nd  c o nfid e ntia l in na ture .  

 

 

6.3 Me mb e rs sha ll no t d ivulg e  a ny c o nfid e ntia l info rma tio n o b ta ine d  d uring  the  c o urse  o f 

the ir e mp lo yme nt a b o ut the  c lie nt o r the  c lie nt's p ro je c t o r utilize  p ho to g ra p hs o f the  



p ro je c t, witho ut the  p e rmissio n o f b o th c lie nt a nd  e mplo ye r.  

 

7.0 ENFORCEMENT  

 

7.1 The  So c ie ty sha ll fo llo w sta nd a rd  p ro c e d ure s fo r the  e nfo rc e me nt o f this c o d e  a s 

a ppro ve d  b y the  ASID Bo a rd  o f Dire c to rs.  

 

7.2 Me mb e rs ha ving  a  re a so na b le  b e lie f, b a se d  up o n sub sta ntia l info rma tio n, tha t a no the r 

me mb e r ha s a c te d  in vio la tio n o f this c o d e , sha ll re po rt suc h info rma tio n in a c c o rd a nc e  

with a c c e pte d  p ro c e dure s.  

 

7.3 Any vio la tio n o f this c o d e , o r a ny a c tio n ta ke n b y a  me mb e r whic h is d e trime nta l to  the  

So c ie ty a nd  the  p ro fe ssio n a s a  who le , sha ll b e  d e e me d  unp ro fe ssio na l c o nd uc t sub je c t to  

d isc ip line  b y the  ASID Bo a rd  o f Dire c to rs. 

  

7.4 If the  Disc ip lina ry Co mmitte e  de c id e s the  c o nc e rne d  Me mb e r d id  no t vio la te  the  

So c ie ty's Co d e  o f Ethic s a nd  Pro fe ssio na l Co nd uc t, it sha ll d ismiss the  c o mpla int a nd  a t the  

c o nc e rne d  Me mb e r's re q ue st, a  no tic e  o f e xo ne ra tio n fro m the  c o mpla int sha ll b e  ma d e  

p ub lic . If the  Disc ip lina ry Co mmitte e  d e c id e s tha t the  c o nc e rne d  Me mb e r vio la te d  o ne  o r 

mo re  p ro visio ns o f the  So c ie ty's Co de  o f Ethic s a nd  Pro fe ssio na l Co nd uc t, it sha ll d isc ip line  

the  c o nc e rne d  Me mb e r b y re p rima nd , c e nsure , suspe nsio n o r te rmina tio n o f me mb e rship . 

The  Disc ip lina ry Co mmitte e  ma y, in its d isc re tio n, ma ke  pub lic  its de c isio n a nd  the  pe na lty 

imp o se d . The  Disc ip lina ry Co mmitte e  d o e s no t imp o se  a ny o the r fo rm o f p e na lty. The  

Disc ip lina ry Co mmitte e  c a nno t re q uire  p a yme nt o f a ny mo nie s o r ma nd a te  c e rta in a c tio n 

to  b e  ta ke n b y the  c o nc e rne d  Me mb e r. 

 

 

(Ado pte d b y the  ASID Natio na l Bo a rd 8/06) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Research Paper #1 Business Procedures 
ID-442 Interior Design Internship 
Due:  Midpoint in semester  
 
The purpose of this research paper is to gather background information about the firm in which 
you are interning.  Most of the research for this assignment will be collected from personal 
communications or printed literature (promotional brochures, etc.) about your firm. 

 
Directions: 

 
Follow the APA guidelines as closely as possible.  Include citations within the text for all personal 
communications and resources used. Papers should be double spaced with 11 – 12 point font 
size.   Include a title page and a reference page.  The appendix may be included in the same 
binding.  I prefer your paper to be spiral bound with a clear cover page.  Please do not use 
hardcover notebooks or papers in clear plastic sleeves.  DO NOT FAX OR EMAIL YOUR 
PAPER.  I must receive a hard copy by June 29

th
.   

 
There is no set number of pages that I am looking for, but I am looking for a through paper that 
provides details about your host firm.  All information contained in your paper will be kept 
confidential.  Please reassure your host that the information they provide will not be shared with 
others.  If your firm has a floor plan available, you may use this for your appendices. If not, you 
will need to field measure and draw up the plans for your assignment. I would also like to see the 
floor plan showing the layout of furnishings as well. 
 
The following outline will provide examples of content that would be appropriate for your paper. 
 

I. Describe the business formation and establishment of the host interior design firm. 
a. Location and physical appearance – show diagrammatic floor plans drawn to 

scale.   
b. Firm’s legal counsel, advisors, CPA, insurance, etc. 
c. Classification and description as to residential, commercial, etc. 
d. The Firm’s philosophy toward designing. 
e. Staff organization 

 
II. Explain the client contact 

a. Relationships and approaches between client and designer 
b. Define the scope and services 
c. Agreements made between designer and client with contract forms (provide 

examples in your appendices.) 
III. Explain in detail the methods of determining fees and compensations. 
IV. Detail how the firm makes total job estimates and estimates on specific items. (ie:  

building finishes, draperies, upholstered goods, etc.) 
a. Budget control 
b. Purchase orders (include examples in appendices) 
c. Method of billing and collections 
d. Job or project bids 

 
V. Relationships with contractors, subcontractors, etc. 
VI. Cite references  
VII. Appendix/Appendices 

a. Floor plan of host design firm 
b. Stationary and business card(s) of those in the host firm 
c. Business forms used by the host firm. 

 
VIII. Describe the responsibilities that you have participated in to date. 

a. Description of professional meetings 
b. Description of client visits 
c. Training  
d. Description of any major product offerings of your host firm. 
e. Observations of competitors and other similar establishments in the community. 

 
 



 
Research Paper #2 Trends in Interior Design 
ID-442 Interior Design Internship 
Due: Last day of summer semester 
 
The purpose of this research paper is to gather background information about the future of 
the design profession. Most of the research for this assignment will be collected from design 
related periodicals, and professional design related organizations. 
 
Directions: 
Follow the APA guidelines as closely as possible. Include citations within the text for all 
personal communications and resources used. Papers should be double spaced with 11 – 
12 point font size. Include a title page and a reference page. The appendix may be 
included in the same binding. I prefer your paper to be spiral bound with a clear cover 
page. Please do not use hardcover notebooks or papers in clear plastic sleeves. DO NOT 
FAX OR EMAIL YOUR PAPER.   I must receive a hard copy by Friday, July 30

th
 . 

 
There is no set number of pages that I am looking for, but I am looking for a thorough paper 
that provides a variety of current and future trends and predictions about the interior 
design profession in general. Do not focus on only one segment such as commercial or 
residential design or one topic, such as color forecasting. 
Include full copies of all articles cited and included in the reference list in an appendix at 
the back of your bound document. 
 
 
The following outline will provide examples of content that should be incorporated into your 
paper. Additional topics may be added. 
 
I. Hot topics such as: 

a. Sustainable Design: (LEED, sustainable products, solar power, etc.) 
b. Special needs (universal design, aging – living in place, ADA and codes. 
c. Interior Design Legislation update (who is against ID Legislation?) 
 

II. New Innovative products (interior materials such as wall, floors, ceilings, 
    appliances, signage and home and office furniture, etc.) 
 
III. Technology trends that affect interior design (home theaters, smart homes, 
     lighting innovations, security systems, etc.) 
 
IV. General Trends (color forecasting, popular styles, housing trends, economic 
     forecast, outdoor living spaces, etc.) 
 
V. Trends in Design Education (New CIDA standards, Interior Architecture vs. Interior 
     Design, etc.) 
 



 

 

 

 

 

 

Forms 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Form 1:  Inte rio r De sig n Inte rnship  Re c o rd  

Form 2:  Ge ne ra l De sig n Firm Info rmatio n 

Form 3:  Wo rk Expe rie nc e  Ob je c tive s 

Form 4:  Inte rio r De sig n Inte rnship  Eva luato rs 

Form 5:  Eva luatio n o f Stude nt Inte rn 

 

                     Inte rio r De sig n Inte rnship  

                         Forms 1 -  5 
 



 

Form I 

Inte rior De sig n Inte rnship Re c ord 

 

________________________________ 

(Da te ) 

 

Stud e nt na me :___________________________________________________________ 

 

Da te  inte rnship  sta rts:_____________________________________________________ 

 

Da te  inte rnship  e nd s:_____________________________________________________ 
(Re me mb e r tha t 320 ho urs must b e  wo rke d .) 

 

Ad d re ss d uring  inte rnship : ________________________________________________ 

 

_________________________________________________________________________ 

 

Te le pho ne : (re sid e nc e )_______________________(wo rk)______________________ 

 

Da te  o f g ra d ua tio n: ______________________ Cla ssific a tio n:_________________ 

 

Na me  o f ho st de sig n firm: 

 

__________________________________________________________________________ 

 

Ad d re ss: _________________________________________________________________ 

 

__________________________________________________________________________ 

 

Te le pho ne  Numb e r: AC (___)______________________________________________ 

 

Na me  o f c o nta c t pe rso n a s ho st d e sig n firm 

(Inte rn’ s imme dia te  supe rviso r):___________________________________________ 

 

Ad d re ss if d iffe re nt fro m tha t o f firm liste d  a b o ve : 

 

__________________________________________________________________________ 

 

Te le pho ne  Numb e r: AC (____)____________________________________________ 

 

 
 

 

***This Inte rnship  Re c o rd  (Fo rm I) sho uld  b e  c o mple te d  a nd  g ive n to  the  USM inte rnship  c o o rd ina to r b e fo re  b e g inning  

the  inte rnship . 

 

 



FORM II 

Ge ne ra l De sig n Firm Informa tion 

 

 

Na me  o f d e sig n firm: _____________________________________________________ 

 

Lo c a tio n: ________________________________________________________________ 

 

       ________________________________________________________________ 

 

Te le pho ne  numb e r: ______________________________________________________ 

 

Firm size  (sq ua re  fo o ta g e ): _______________________________________________ 

 

Appro xima te  numb e r o f e mplo ye e s: _____________________________________ 

 

Firm o wne r(s): ___________________________________________________________ 

 

     ___________________________________________________________ 

 

Othe r firms und e r sa me  o wne rship  a nd  lo c a tio n: 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

 

Ima g e  o f the  firm: 

____________________________________________________________________________

____________________________________________________________________________

______________________________________________________________________ 

 

Type s o f me rc ha nd ise  o ffe re d : ___________________________________________ 

____________________________________________________________________________

________________________________________________________________________ 

 

Se rvic e s o f the  firm: ______________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

 
 

 

 

 

This fo rm is d ue  to  USM inte rnship  c o o rd ina to r b e fo re  the  e nd  o f the  se c o nd  full we e k o f the  inte rn’ s wo rk. 

 

 

 

 

 

 



Form III 

Work Expe rie nc e  Obje c tive s 

 

 

Na me  o f inte rn: _____________________________________Da te : _______________ 

 

Na me  o f ho st d e sig n firm: ________________________________________________ 

 

 

 At the  b e g inning  o f the  inte rnship , stud e nts will de ve lo p  o b je c tive s fo r 

the ir wo rk e xpe rie nc e  a nd  list ste ps tha t will c o ntrib ute  to  the  

a c c o mplishme nts o f e a c h o b je c tive .  The  de ve lo pme nt o f wo rk o b je c tive s 

id e ntifie s jo b  re spo nsib ilitie s a nd  e nc o ura g e s the  inte rn to  ma ke  a  

c o mmitme nt thus a ssuming  re spo nsib ility fo r ha ving  a  va lua b le  wo rk 

e xpe rie nc e .  The  d e ve lo pme nt o f o b je c tive s sho uld  c o ntrib ute  to  sa tisfa c tio n 

o f b o th the  e mplo ye e  a nd  the  inte rn.  Esta b lishing  ind ivid ua l o b je c tive s tha t 

a re  so me wha t me a sura b le  pro vide s the  b a sis fo r e va lua tio n a nd  

pe rfo rma nc e . 

 

 Wo rk e xpe rie nc e  o b je c tive s a re  ve ry pe rso na l!  Ea c h inte rn’ s o b je c tive s 

will b e  d iffe re nt. Ob je c tive s will d e pe nd  upo n pa st e xpe rie nc e s, philo so phy o f 

the  ho st de sig n firm, ind ividua ls with who m o ne  wo rks, a ttitud e , a sse rtive ne ss, 

e tc .  It is up  to  the  ind ividua l inte rn to  a ssume  the  ma jo r re spo nsib ility fo r 

ha ving  a  me a ning ful wo rk e xpe rie nc e . 

 

 As a  b a sis fo r de ve lo p ing  jo b  o b je c tive s, p re pa re  a  list o f yo ur jo b  

re spo nsib ilitie s.  Fo r a  fe w jo b s, the  e mplo ye r will ha ve  a  writte n jo b  d e sc rip tio n.  

Writte n de sc rip tio ns a re  mo re  c o mmo n fo r ma na g e me nt le ve l po sitio ns tha n 

fo r jo b s b y ho urly e mplo ye e s.  Think a b o ut yo ur jo b .  Wha t d o  yo u pe rc e ive  to  

b e  yo ur ma in re spo nsib ilitie s?   List yo ur re spo nsib ilitie s b e lo w a nd  o n the  

fo llo wing  pa g e : 

 

Re spo nsib ilitie s:



 

Wha t a re  the  ma jo r o b je c tive s o f the  ho st d e sig n firm?  

 

A.  Fo rmula te  o b je c tive s fo r yo urse lf tha t re la te  to  jo b  pe rfo rma nc e .  Ob je c t- 

      tive s ma y re la te  to  impro ving  d e sig n a b ilitie s, wo rking  with c lie nts,     

      a rra ng ing  d isp la ys, ma inta ining  sto c k, e tc .  Whe n po ssib le  spe c ify who ,   

      wha t, whe n, whe re , ho w, a nd / o r why.  Wo rd  e a c h o b je c tive  in suc h a            

      wa y tha t b y the  e nd  o f the  se me ste r/ te rm yo u c a n e va lua te  whe the r  

      the  o b je c tive s ha ve  b e e n a c c o mplishe d . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



B.  Fo rmula te  o b je c tive s tha t re la te  to  pe rso na l thing s yo u wa nt to   

     a c c o mplish a s a  re sult o f wo rk e xpe rie nc e .  The se  pe rso na l o b je c tive s  

     ma y o r ma y no t c o inc id e  with yo ur e mplo ye r’ s o b je c tive s b ut the y must  

     no t b e  in c o nflic t with tho se  o f yo ur e mplo ye r.  Pe rso na l o b je c tive s ma y 

     b e  inte rpe rso na l skills yo u wa nt to  d e ve lo p , thing s yo u wa nt to  le a rn 

     a b o ut the  firm, pe rso na l a ppe a ra nc e  impro ve me nt, impro ve me nt o f 

     spe lling  skills, e tc . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



C.  Fo r e a c h o b je c tive s in A a nd  B o n the  pre vio us pa g e s, list two  – fo ur 

      spe c ific  thing s yo u c a n d o  to  c o ntrib ute  to  the  a c c o mplishme nt o f e a c h  

      o b je c tive .  Yo u ma y pro vide  a d d itio na l pa pe r fo r this se c tio n if  

      ne c e ssa ry. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Wo rk Expe rie nc e  Ob je c tive s fo r De sig n Inte rns (Fo rm III) whic h c o nsists o f 4 pa g e s is d ue  a t the  e nd  o f the  se c o nd  full 

we e k o f the  inte rn’ s wo rk e xp e rie nc e . 

 

 

 

 

 



Form IV 

Inte rior De sig n Inte rnship Eva lua tors 

 

 By the  e nd  o f the  se c o nd  we e k o f wo rk, the  inte rn sho uld  se nd  the  USM 

inte rnship  c o o rd ina to r the  na me s, title s, a nd  b usine ss a d d re sse s o f p re fe ra b ly 

thre e  pro fe ssio na ls within the  ho st d e sig n firm who  will b e  fa milia r with the  

inte rn’ s pe rfo rma nc e  a t the  d e sig n e sta b lishme nt. 

 

(1) Na me : ____________________________________________________________ 

 

 Title :     ____________________________________________________________ 

 

 Ad d re ss: __________________________________________________________ 

 

(2)       Na me : ___________________________________________________________ 

 

 Title :  _____________________________________________________________ 

 

 Ad d re ss: _________________________________________________________ 

 

(3) Na me : ___________________________________________________________ 

 

 Title : _____________________________________________________________ 

 

 Ad d re ss: _________________________________________________________ 

 

 

 

 

 

 

 

 

 
***Re me mb e r the  a b o ve  liste d  ind ividua ls ne e d  to  a g re e  to  re turn to  the  USM inte rnship  c o o rd ina to r the  

     Eva lua tio n c he c klist (Fo rm V) a b o ut the  inte rn.  This fo rm is due  b y the  e nd  o f the  se c o nd  we e k o f the  inte rn’ s  

     wo rk e xp e rie nc e . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Form V 

Eva lua tion of Stude nt Inte rn 

 

 

 

Na me  o f USM inte rn: _____________________________________________________ 

 

Na me  o f ho st d e sig n firm: ________________________________________________ 

 

Na me  o f e va lua to r: _____________________________________________________ 

 

Da te  o f e va lua tio n: _____________________________________________________ 

 

 

 The  suc c e ss o f the  USM inte rio r d e sig n inte rnship  pro g ra m d e pe nd s o n 

q ua lity wo rk e xpe rie nc e s pro vide d  b y c o o pe ra ting  d e sig n b usine sse s.  This 

e va lua tio n fo rm lists ma jo r c o mpe te nc ie s tha t the  stud e nt sho uld  d e mo nstra te  

while  inte rning  a t yo ur firm. 

 

 Ple a se  e va lua te  the  pe rfo rma nc e  o f the  inte rn b y p la c ing  a  c he c k in 

the  mo st a ppro pria te  c o lumn o n the  rig ht o f the  fo rm pro vid e d  o n the  ne xt 

thre e  pa g e s.  Onc e  the  c he c klist is re turne d  to  the  USM c o o rd ina to r 

c o nfid e ntia lity o f the  e xa c t fo rm will b e  ho no re d .  If yo u, ho we ve r, c ho o se  to  

sha re  yo ur ra ting s with the  inte rn fro m this fo rm, p le a se  fe e l fre e  to  d o  so .  

Whe n yo ur c o mme nts a re  d isc usse d  with the  inte rn a t his/ he r fina l e va lua tio n 

c o nfe re nc e , yo ur ra ting s a nd  c o mme nts will b e  ha nd le d  in a  ra the r g e ne ra l 

ma nne r—this fo rm will no t b e  ha nd e d  to  the  inte rn to  pe ruse . 

 

 Tha nk yo u fo r yo ur a ssista nc e ! 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Eva lua tion of Stude nt Inte rn 
Inte rior De sig n Inte rnship Prog ra m 

The  Unive rsity of Southe rn Mississippi 

 

Stud e nt’ s na me : _________________________________________________________ 

 
Dire c tio ns: Ple a se  e va lua te  b y p la c ing  a  c he c k () in the  c o lumn to  the  rig ht.  Eva lua te  the   

stud e nt with re g a rd  to  his o r he r pe rfo rma nc e  in the  fo llo wing  a re a s: 

 

 

 

 

   I.  Ove ra ll pe rforma nc e  

       a .  Sho ws g o o d  judg me nt   ___ ___ ___ ___ ___     ___ 

       b .  Is c re a tive / o rig ina l    ___      ___     ___     ___      ___     ___ 

        c .  Ca n e xpre ss tho ug hts c le a rly   ___ ___ ___ ___ ___     ___ 

       d .  Qua ntity o f wo rk d o ne    ___ ___ ___ ___ ___     ___ 

       e .  Qua lity o f wo rk d o ne     ___ ___ ___ ___ ___     ___ 

 
 II.  Knowle dg e  of the  job 

      a .  Ca n c o o rd ina te  inte rio r ma te ria ls to  me e t 

 the  ne e ds o f a  va rie ty o f c lie nts   ___ ___ ___ ___ ___     ___ 
       b .  Ca n use  pro duc t spe c ific a tio n 

 g uide s c o rre c tly    ___ ___ ___ ___ ___     ___ 
      c .  Ca n pre pa re  flo o r p la ns & de ta il 

 d ra wing s (d ra fting  a b ility)    ___ ___ ___ ___ ___     ___ 
       d .  Ca n c o lo r re nde r e ffe c tive     

 p re se nta tio n dra wing s    ___ ___ ___ ___ ___     ___ 
      e .  Ca n c re a te  pro fe ssio na l c lie nt 

 p re se nta tio n b o a rds    ___ ___ ___ ___ ___     ___ 
       f.   Is fa milia r with b a sic  te rmino lo g y 

             a sso c ia te d  with inte rio rs a nd  

             c o nstruc tio n     ___ ___ ___ ___ ___     ___ 
      g .   Is a b le  to  unde rsta nd  a nd  use  

  a ppro pria te  b uild ing  c o de s a nd  

 a c c e ssib ility sta nda rds   ___ ___ ___ ___ ___     ___ 
      h.  Ca n unde rsta nd  a nd  inte rpre t 

  te xtile  la b e l info rma tio n   ___ ___ ___ ___ ___     ___ 
      i.   Ca n d o  a c c ura te  e stima te s fo r: 

     (1) Flo o ring / c a rpe t    ___ ___ ___ ___ ___     ___ 

     (2) Wa llc o ve ring s    ___ ___ ___ ___ ___     ___ 

      (3)  Furniture      ___ ___ ___ ___ ___     ___ 

     (4) Dra pe ry     ___ ___ ___ ___ ___     ___ 

      j.   Ca n write  spe c ific a tio ns   ___ ___ ___ ___ ___     ___ 
      k.   Is fa milia r with a  va rie ty o f 

  tra de  na me s     ___ ___ ___ ___ ___     ___ 

      l.   Ca n use  c o mpute r a ssiste d   

              d ra fting  so ftwa re     ___ ___ ___ ___ ___     ___ 

      m. Ca n use  the  c o mpute r fo r o the r jo b -re la te d  

          re spo nsib ilitie s(c lie nt le tte rs, e stima ting , e tc .)  ____       ____     ____      ____      ____     ____
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III. Clie nt inte ra c tion 

     a .  Ha s a  de sire  to  me e t the  ne e ds o f the  

           firm’ s c lie nts     ____ ____ ____ ____ ____     ____ 

     b .  Emplo ys g o o d  se lling  te c hniq ue s  ____ ____ ____ ____ ____     ____ 

     c .  Is ta c tful, info rma tive , a nd  d ip lo ma tic  

          in situa tio ns whic h de ma nd  suc h q ua litie s ____ ____ ____ ____ ____     ____ 

 

IV.  De pe nda bility 

      a .  Fo llo ws thro ug h with jo b  a ssig nme nts  ____ ____ ____ ____ ____     ____ 

      b .  Is punc tua l     ____ ____ ____ ____ ____     ____ 

      c .  Is se ldo m a b se nt    ____ ____ ____ ____ ____     ____ 

 

 V.  Initia tive  

      a .  Assume s jo b  re spo nsib ilitie s witho ut 

           c o nsta nt d ire c tio n    ____ ____ ____ ____ ____     ____ 

      b .  Initia te s ne w pro je c ts    ____ ____ ____ ____ ____     ____ 

      c .  Is willing  to  re se a rc h furniture , finishe s,  e tc ., 

           in o rd e r to  impro ve  his o r he r o wn kno wle dg e  

           a s we ll a s jo b  pe rfo rma nc e    ____ ____ ____ ____ ____     ____ 

 

VI.  Attitude  

      a .  Is willing  to  a c c e pt d ire c tio n a nd  g uida nc e  ____ ____ ____ ____ ____     ____ 

      b .  Wo rks we ll with o the r e mplo ye e s  ____ ____ ____ ____ ____     ____ 

 

 

 

 

 

 

VII.  Do  yo u b e lie ve  tha t this stud e nt’ s po te ntia l fo r suc c e ss in the  inte rio r d e sig n 

       p ro fe ssio n is: 

 

       ___e xc e lle nt               ___g o o d                ___fa ir               ___po o r 

 

 

 

 

 

VIII. Wo uld  yo u re c o mme nd  this stude nt fo r a  po sitio n with a no the r de sig n firm?  

 

 

       ___ye s               ___no  
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IX. Ple a se  g ive  yo ur o p inio n o f this stude nt’ s a b ility to  g ro w in a n inte rio r de sig n 

     c a re e r o r me ntio n o the r o b se rva tio ns tha t yo u ha ve  ma d e  tha t wo uld  b e  he lp ful  

     in the  e va lua tio n o f this stud e nt’ s pe rfo rma nc e . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

X.  Ple a se  ma ke  a ny sug g e stio ns fo r USM inte rnship  pro g ra m impro ve me nts b a se d  

     o n yo ur o b se rva tio n o f this pa rtic ula r inte rn this se me ste r/ te rm. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    Sig na ture :   ___________________________ 

    Po sitio n:      ___________________________ 

              ___________________________ 

 

 

 



Form VI 

Inte rior De sig n Inte rnship We e kly Log  

 

Na me  o f inte rn:_________________________________________________________________________________________ 

 

Na me  o f ho st d e sig n firm:_________________________________________________________________________ 

 

Work Sc he dule  

 

Mo nth Da y/ Da te  Time s 

Wo rke d  

To ta l Time  Wo rke d        Pro je c ts 

 Ho urs Minute s 

  

Mo n./     _____ 
                                     

                                      

  

Tue ./       _____ 
    

  

We d ./    _____ 
    

  

Thur./     _____ 

    

  

Fri./        _____ 

    

  

Sa t./      _____ 

    

  

Sun./     _____ 

    

      

To ta ls fo r ho urs a nd  to ta l fo r minute s 

     

To ta l ho urs (ro und  minute s to  ne a re st q ua rte r ho ur, .25. .5, .75, e tc .) 

 The  ho urs wo rke d  fo r the  we e k b y the  inte rn a re  ve rifie d  b y: 

 

                              Supe rviso r Sig na ture :   _____________________________________________ Da te :_______________________________ 



(Form VI c ont.) 

 

1.  List the  re spo nsib ilitie s pe rfo rme d  d uring  the  we e k: 

 

 

 

 

 

 

 

 

 

2.  No te  a ny ne w o n-the -jo b  e xpe rie nc e s: 

 

 

 

 

 

 

 

 

 

 

3.  Disc uss a ny wo rk-re la te d  pro b le ms a nd  sta te  ho w yo u re so lve d  the m


