EXECUTIVE SUMMARY 

DUE DATES & SUBMISSION GUIDELINES

for 

Co-Operative Education and Internships

in all Engineering Disciplines

An Executive Summary is a concise description of engineering aspects of the tasks you have been assigned during the previous month of your Co-Operative Education or Internship work experience.  Executive summaries are to be prepared using a word processor and are not to exceed three double-spaced pages of text.  Do not include drawings or photos.  An outline of topic areas to be addressed in an Executive Summary is available under Executive Summary on the Career Center web site.  Proper grammatical usage is expected and excellent organization of topics is essential to successfully convey an understanding of one month's work effort in such a brief document.  Write as if your intended audience is not familiar with the task(s), equipment, or processes you are describing.  Therefore it is incumbent upon you to convey your subject clearly and concisely. 

DUE DATES

Executive summaries are submitted according to the following calendar:

    (Internships & Co-op)
         (Co-op only)
         
       (Co-op only)

Summer Report Due Dates#
   Fall Report Due Dates#
Spring Report Due Dates#


June 5



Sept. 15


Jan. 30


July 5



Oct. 15



Feb. 28


Aug. 5



Nov. 15


March 30


- - - - - -


Dec. 15


April 30

SUBMITTING REPORTS

E-mail your Executive Summary as a Word® attachment to:  

john.steffen@valpo.edu
Name the Word file using the following convention:


       
ES- 1st initial of 1st name -  last name-submission date (mm-dd-yy)

Example:  ES-J-Doe 9-15-10
Include your e-mail address to receive a graded copy. 

#  GRADING and PENALTIES
Executive Summary grades are reduced the equivalent of 1/3 of a letter grade for each calendar day after the due date.  The final grade is calculated as follows:

Executive Summary Grade – Penalty * (number of days late) = Final Grade

If the Final Grade < C-, then Grade = U
