Portfolio Requirements

***This is NOT your table of contents.  You need to make one.***

Portfolio Sections and Layout

Cover Sheet

Table of Contents

Calendar

· Hours 
(divider)

· Hours Log Cover Sheet

· Hours Log

· Journals 
(divider)

· Journals

· Reports 
(divider)

· Project Proposal

· Mentor Contract

· Mentor Interview Write Up

· History – Final Write Up

· History – Redline/Rough Draft

· Future – Final Write Up

· Future – Redline/Rough Draft

· Education – Final Write Up

· Education – Redline/Rough Draft

· Salary Worksheet

· Salary Worksheet – Redline/Rough Draft

· Successful People Summary of Interviews Report

· Successful People Interviews Sheets (5)

· Reflection Paper

· Mentor Evaluation of Student

· Any research you have done on your own

· Any extra materials dealing with your project 

· Bibliography (divider)

· Bibliography

· Handouts 
(divider)

· Course Orientation (signed)

· Portfolio Requirements

· Journal Instructions

· Mentor Interview Handout

· History Report Instructions

· Future Report Instructions

· Education Report Instructions

· Successful People Report Write Up

· Presentation Preparation Instructions

· Presentation Evaluation 

· Mentor Thank You Letter Instructions

· Reflection Paper Handout

· Bibliography Handout

Your STAMPED, ADDRESSED, UNSEALED thank you letter should be in the front flap of your portfolio or paper-clipped to the table of contents. Your advisor will send the letter for you.








