AOIT Intern’s Weekly Log and Time Sheet
 
Intern Name:  ____________________      Mentor Name: ___________________
For the week of:  Monday, ___________ to Friday, __________________
	Hours Worked
	Daily Analytical Journal

	Total hours worked this week:

	Explain any significant changes to your normal weekly working hours(absences, make-up time, overtime, etc):

	Monday:
From __________ to ___________


	Journal Entry:


	Tuesday:
From __________ to ___________


	Journal Entry:


	Wednesday:
From ___________to___________


	Journal Entry:


	Thursday:
From ___________ to __________


	Journal Entry:


	Friday:
From ___________ to __________


	Journal Entry:


	Saturday/Sunday(if applicable):

From ___________ to __________


	Journal Entry:


	Please contact the Wootton AOIT internship coordinator at woottonaoit@gmail.com   immediately with any concerns:

I confirm the accuracy of this log: _____________________________________      __________

                                                                             Mentor’s signature                                        Date




Directions for completing timesheets:

This timesheet form is a requirement for completion of your AOIT internship.  Weekly, you must complete all sections of this form, record your hours worked and provide detailed journal entries describing what you did on the job each day.  Incomplete (missing either hours or journal entries) or late timesheets will not be honored and the time listed on any incomplete timesheets will not count towards the students required 200 hours.
For your Daily Analytical Journal entries, summarize your work activities each day.  Explain how you made the most of your internship: skills learned & used, responsibilities given, accomplishments, achievements, etc. Include observations about the workplace environment that may influence your career choice.  If you need additional space, feel free to write on the back of the form (hard copies) or add an additional page to your time sheet file(electronic copies).  Your daily entries will also help you when you need to summarize your internship experience during your senior year so keeping a copy of each of your timesheets is strongly advised. 

You may complete and submit this timesheet form electronically in one of two ways.

You (the student) submit directly a sheet your mentor has physically signed on paper:

1. Print the first page of this timesheet.

2. Complete all sections of the timesheet.
3. Have your mentor review and sign the timesheet.
4. Scan the sheet (here’s an app that turns your phone into a scanner: https://www.camscanner.com/user/download )
5. Submit the attached pdf via email to woottonaoit@gmail.com. Please include your FULL NAME and “TIMESHEET” in the subject line of the email.
To submit an electronic copy WITHOUT a PHYSICAL signature:

1. Save the timesheet file with a new filename (to avoid saving over previous timesheets).

2. Complete all sections of the timesheet.

3. E-mail the timesheet to your mentor for review.

4. Have your mentor forward your e-mail to your internship coordinator at woottonaoit@gmail.com with the attached time sheet file.  Your mentor should write the word “CONFIRM” in the body of the forwarded e-mail.
5. The e-mail from the internship mentor must be received by Friday of the following week, unless other arrangements have been made in advance.
NOTE:  Electronic copies of timesheets will ONLY BE ACCEPTED FROM THE MENTORS e-mail address listed on the site information form.  Timesheet e-mails will not be accepted from students even if the mentor is addressed or CC’d on the e-mail.  If there is a change to your mentors e-mail (different from what is listed on the site information form) contact the internship coordinator immediately so that they can confirm the new e-mail address with your mentor. 
