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SYLLABUS 
ACC 369 – INTERNSHIPS IN ACCOUNTING 

SUMMER 2026 
 
INSTRUCTOR:  Dr. Sharon Huang, Ph.D. 
    327 Whitinger Business Building (WB) 
    xhuang2@bsu.edu 

Phone: 765.285.5118 
 
OFFICE HOURS:  Office Hours are by appointment and held on Zoom: 

https://bsu.zoom.us/my/xhuang2 
Meeting ID: 480 246 7719 
 

 
CATALOG DESCRIPTION: 
Under a program approved and supervised by the Department of Accounting, a student majoring in accounting will work 
as an accounting intern for a public accountant, a business firm, or a governmental agency.  
 
COURSE OBJECTIVES: 
The primary objective of the accounting internship program is to improve the student’s depth of understanding of the nature 
of business and the role of its accounting function. The internship experience should also contribute to the development of 
students’ maturity and confidence and assist them in assessing accounting career opportunities. 
 
In order to qualify as an accounting internship, the student duties must involve typical accounting activities, such as making 
journal entries for transactions, preparing and analyzing financial statements, performing auditing or income tax activities, 
monitoring or accounting for receivables, payables and/or payroll, budgeting, etc. 
 
The accounting internship program offers participating firms an opportunity to participate with the University in the 
educational process and to examine prospective accounting employees in a work environment. The program enables the 
University to add a touch of practicality that should enhance classroom learning when the intern returns to the University. 
 
RESPONSIBILITIES OF THE STUDENT INTERN: 
In return for the valuable internship experience, the student must accept certain responsibilities placed on the intern by the 
employer and by Ball State University: 

1. To take the internship seriously and conduct themselves in a manner which will reflect favorably upon the 
employer and Ball State University; 

2. To understand and comply with all rules of the employer and the internship program; and 
3. To prepare periodic written reports and a summary report at the conclusion of the internship experience, and/or 

to participate in online discussion groups with other students completing internships this semester. 
 
RESPONSIBILITIES OF THE FIRM: 
Public accounting firms, corporations, non-profit organizations, and governmental agencies that participate in the 
accounting internship program of Ball State University will accept the following responsibilities: 

1. To provide the intern with carefully planned, varied assignments which contribute to a broad view of accounting 
careers; 

2. To supervise the work of the intern in a manner which provides learning value to the intern’s experience; 
3. To see that work rules and standards of conduct are explained clearly to the intern; 
4. To evaluate the work of the intern and to discuss the results with the intern; and 
5. To furnish, at the conclusion of the internship, a report to the University that will include: 

a. An evaluation of the intern’s ability, attitude, and performance on a rating scale provided by the 
University; and  

b. Suggestions, if any, for the improvement of the internship program. 
 
 
 

https://bsu.zoom.us/my/xhuang2
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CANVAS: 
All course materials are provided via Canvas. Students are expected to download required files, upload submissions, and 
participate in the discussion boards as instructed. Additional information and announcements will be provided throughout 
the semester via Canvas (including changes to due dates and office hours). Announcements posted to Canvas are the 
responsibility of students. Students will be responsible for checking Canvas regularly. Please adjust the notification settings 
in Canvas to be sure you receive all updates and necessary information. 
 
OFFICE HOURS: 
I will be available during office hours for any questions or concerns you have related to course content, grading, or 
professional issues. My office hours are by appointment and will be held on Zoom.  
 
I highly encourage you to seek assistance with class concerns as soon as possible during the semester. I am also at your 
disposal for professional concerns such as career, interviewing, or resume advice. 
 
GRADING: 
Grades are issued for the internship course.  Failure to follow instructions of the internship coordinator, including late 
reporting, will negatively affect the grade received. Termination of the internship, for any reason voluntarily or 
involuntarily, will result in a failing grade for the course. 

  
Writing Assignments 20% 
Professionalism 10% 
Midterm Evaluation 20% 
Final Evaluation 50% 
Total 100% 

 
 
 
 
 
 
 
 
 
 
Periodic writing assignments may be discussion board posts or submission of written responses. Professionalism is 
evaluated on factors such as using proper conventions in emails, attending meetings, and submitting assignments on time, 
etc. Students may assume they will earn an “A” in this area unless they have been contacted by the instructor for late/missing 
work or told there is an area they need to work on. 
 
Grades earned at the two evaluations will be determined by the instructor in consideration of the employer’s suggested 
grade, the student’s suggested grade, and the instructor’s own observations. It is not an expectation that you earn the highest 
possible marks on evaluations to earn an “A” in the course. For most aspects of your performance, you will be graded based 
on your response to feedback and your progression in those areas you find most challenging throughout the semester. Failure 
to make significant effort or any progress will likely lower your course grade.  
 
Late submissions of course requirements are not allowed unless the student contacts the instructor and receives approval for 
a late submission. 
 
WITHDRAWAL FROM THE COURSE: 
For purposes of withdrawing from the course, the student must submit the appropriate withdrawal request to the Office of 
Retention and Graduation (SC L20 – 765.285.3312). 
 
 
 

Grade Total Percentage 
A 93% and above 
A- 90% – 93%  
B+ 87% – 89% 
B 83% – 86% 
B- 80% – 82% 
C+ 77% – 79% 
C 73% – 76% 
C- 70% – 72% 
D+ 67% – 69% 
D 63% – 66% 
D- 60% – 62% 
F 59% and below 
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DISABILITY SERVICES: 
If you need course adaptations or accommodations because of a disability, please contact me as soon as possible. Ball State's 
Disability Services office coordinates services for students with disabilities; documentation of a disability needs to be on 
file in that office before any accommodations can be provided. Disability Services can be contacted at 765-285-5293 
or dsd@bsu.edu.  
 
ACADEMIC MISCONDUCT: 
All students in attendance at Ball State University are expected to be honorable and to observe standards of conduct 
appropriate to a community of scholars, as detailed by the Code of Student Rights and Responsibilities.  
https://www.bsu.edu/about/administrativeoffices/studentrights/policiesandprocedures/studentcode. Ball State expects from 
its students a higher standard of conduct than the minimum required to avoid discipline.  
 
Academic misconduct will not be tolerated. Academic misconduct includes all acts of dishonesty in any academically related 
matter and any knowing or intentional help or attempt to help, or conspiracy to help, another student. Additionally, cheating 
and plagiarism are considered academic misconduct and include “possessing, buying, selling, obtaining, giving, or using a 
copy of any unauthorized materials intended to be used as or in the preparation of a quiz or examination or similar 
evaluation.” Do not view material from or upload class material to online “study” websites such as Chegg, Course Hero, 
etc. All course submissions will be reviewed by the TurnItIn software that identifies plagiarism from a variety of sources 
including prior semester submissions, Chegg, Course Hero, etc. 
 
The Student Academic Ethics Policy will be followed in the event of academic misconduct. The minimum penalty for 
incidences of academic misconduct will be a zero (0) on the assignment, exam, etc. and will be reported to the University. 
In the event of academic misconduct, I also reserve the right to reduce the professionalism grade, assign additional 
assignments, reduce the overall final grade, and/or assign an “F” for the semester grade. 
 
EQUAL OPPORTUNITY POLICY: 
Ball State University provides equal opportunity to all students and applicants for admission in its education programs, 
activities, and facilities without regard to race, religion, color, sex (except where sex is a bona fide qualification), sexual 
orientation, gender identity/gender expression, physical or mental disability, national origin, ancestry, or age. 
 
INDIGENOUS LAND ACKNOWLEDGMENT: 
As we come together as a learning community, I want to acknowledge that we live and work on the traditional homelands 
of the Myaamiaki (Miami) and Lenape (Delaware) peoples upon whose territory the university stands. 
 
IMPORTANCE OF DIVERSITY AND INCLUSION: 
Ball State University aspires to be a university that attracts and retains a diverse faculty, staff, and student body. We are 
committed to ensuring that all members of the community are welcome, through valuing the various experiences and 
worldviews represented at Ball State and among those we serve. We promote a culture of respect and civil discourse as 
expressed in our Beneficence Pledge and through university resources found here.  
 
At no time will the BSU Police Department be called for any classroom issue unrelated to medical or mental health 
emergencies. 
 
EMERGENCY AND SEVERE WEATHER PROTOCOL:  
In the event of any emergency, including severe weather, the university relies on an array of communication tools to keep 
the campus community informed and relay safety instructions including campus sirens, emergency alerts, and updates to 
the Ball State homepage. In the event of an emergency, the home page would be one of the first places university officials 
would post official information for all audiences. Should www.bsu.edu become unavailable during an emergency on 
campus, the university may post information on the site http://ballstate.info. 
 
We follow all Ball State emergency and weather instructions and cancelations. If I must cancel office hours for a personal 
reason, I will contact you via email and Canvas announcements. 
 
 
 

mailto:dsd@bsu.edu
https://www.bsu.edu/about/administrativeoffices/studentrights/policiesandprocedures/studentcode
https://www.bsu.edu/about/beneficence
https://www.bsu.edu/campuslife/multicultural-center
http://ballstate.info/
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LEARNING CENTER: 
The Learning Center offers free tutoring for many courses. We also provide writing and study skills tutoring.  Students can 
make appointments for virtual (Zoom) or in-person (NQ 350) appointments.  Students can begin making appointments on 
Thursday, August 25, 2022.  Tutoring and Academic Coaching will begin on Monday, August 29, 2022. To make an 
appointment, visit my.bsu.edu and click on “Navigate” in the Additional Tools section, or just go directly 
to https://bsu.navigate.eab.com.  You can also download the Navigate Student app. Testing accommodations for students 
with disabilities are available for students who have received the appropriate documentation from Disability Services.  Tests 
may be administered in the Learning Center.  For more information about all of our programming, 
visit https://www.bsu.edu/academics/collegesanddepartments/universitycollege/learningcenter or call 765-285-1006 
  
WRITING CENTER: 
One key to improving your writing is getting feedback and revision suggestions on your text during the writing process. 
The Writing Center at Ball State offers free writing feedback sessions to all students. They work with students on essays, 
reports, reflections, research projects, web content, lesson plans, slideshows, poster presentations, resumes, and other digital 
or print texts. Students can make an appointment by going to www.bsu.edu/writingcenter or by calling 765-285-8370. 
During off-hours, you might find the answers you need in our online writing resources. 
 
COUNSELING CENTER: 
The Counseling Center is available to any student with personal or educational questions or concerns. The primary mission 
of the agency is to assist students in reaching their educational goals, as well as to improve their quality of life. This 
comprehensive services office provides free and confidential psychological and career resources to students. Call 765-285-
1736 or visit Lucina Hall, room 320 for more information. 

MCOB ASSURANCE OF LEARNING 
The Miller College of Business is committed to ensuring that every student graduating with a business degree is 
competent in five areas that are crucial to success in business. These learning goals can be easily remembered with the 
acronym C-KITE (Communication, Knowledge, Integration, Technology, and Ethics). 

• Communication: Miller College Graduates will be able to communicate appropriately in a professional context. 
Specifically, they will be 

o Effective oral communicators who can: organize a presentation; use transitions; avoid verbal pauses; 
maintain audience interest; use eye contact, body language, and use visual aids effectively 

o Effective written communicators who can: introduce the main idea; provide closure consistent to the main 
idea; use content to support the main idea; use transitions and emphases; maintain connections between 
ideas; use organizational structure effectively (paragraphs, flow); effectively use diction and conventions; 
and avoid spelling and grammatical errors 

• Knowledge: Miller College Graduates will demonstrate basic knowledge in 
o Operations 
o Marketing 
o Finance 
o Management 
o Accounting 
o Economics 

• Integration: Miller College Graduates will be able to integrate business knowledge in decision making. They will 
be able to 

o Identify issues confronting the organization 
o Synthesize and analyze available information 
o Draw well-reasoned inferences and judgments for courses of action 
o Design a plan for implementing the course of action 

• Technology: Miller College Graduates will be able to obtain, manage and communicate data effectively. They 
will be able to 

o Analyze data for information to support decision-making using technology 
o Identify common data security risks and safeguards 
o Use common cloud technologies to collaborate on projects effectively 

• Ethics: Miller College Graduates will be able to recognize and resolve ethical dilemmas. They will demonstrate 
an ability to 

https://bsu.navigate.eab.com/
http://www.bsu.edu/writingcenter
http://cms.bsu.edu/academics/centersandinstitutes/~/link.aspx?_id=DA0075186FD94C43B22E0F844FB0BD7D&_z=z
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o Identify an ethical dilemma in a business situation 
o Identify relevant stakeholders 
o Assess potential consequences to the stakeholders 
o Recognize the importance of making ethical decisions 

 
In this class, you will demonstrate: 

• Communication, both written and oral, through discussions with your employer about your performance and 
writing assignments in the course 

• Knowledge, by learning new information as you complete tasks for your employer 
• Integration, by applying knowledge learned through accounting and other college coursework to your internship 
• Technology, by utilizing spreadsheet, word processing, and other tools in assignments from your employer 
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Due Date 
(11:59pm) Assignment Submission 

May 17 

Review Syllabus and Canvas 
 
Complete Information Release Form and submit on Canvas 
Complete Intern Information Sheet and submit on Canvas 

Information Release Form 
Intern Information Sheet  

May 24 

Complete Writing Assignment #1 by sending requested 
email  
 
Complete Discussion #1 (available May 18 – 24) 

Writing Assignment #1 via email  
 
Discussion #1 

May 31 Complete Discussion #2 (available May 25 – May 31) Discussion #2 

June 7 

Ask your supervisor by June 7th to email me the 
Midterm Feedback (and provide you a copy). The 
feedback is due to me by June 14. 
 
Complete Discussion #3 (available June 1 – 7) 

Discussion #3 

June 14 
 
The Midterm Feedback to be completed by supervisor is due 
to me by June 14.  

  

June 21 

 
Complete Writing Assignment #2 and submit on Canvas 
Note: You need to obtain your Midterm Feedback prior to 
completing the Writing Assignment #2. 
 
Complete Discussion #4 (available June 15– 21) 
 

Writing Assignment #2 
 
Discussion #4  

June 28 Complete Discussion #5 (available June 22 – June 28) Discussion #5 

July 5 

Ask your supervisor by July 5 to email me the Final 
Feedback (and provide you a copy). The feedback is due 
to me by July 12. 
 
Complete Discussion #6 (available June 29 – July 5) 
 

 
 
Discussion #6 
 

July 12 

Complete Discussion #7 (available July 6 – 12) 
 
Complete Writing Assignment #3 and submit on Canvas 
Note: You need to obtain your Final Feedback prior to 
completing the Writing Assignment #3. 

Discussion #7 
 
Writing Assignment #3 
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