U.S.-Mexico Internship Program



Sample Internship Plan and Description
(Things to think about when designing an internship)

Name of the Institution/Company:
Position and/or Project: 
Area / Department:
Name, position, and contact information of immediate supervisor: 
Placement coordinator: 
[bookmark: _GoBack]Web page of Institution: 
[bookmark: Texto6]Date:      
1. Brief description of the institution’s activities, mission, staff profile, work place ambiance, among others. Please enclose to this description any additional documents that may help the grantee get acquainted with the company such as the staff organization chart/management, annual reports, and company brochures.

2. General purpose of internship project

3. Main responsibilities and activities that intern will perform (please provide as many details as possible)

4. Nature and scope
a. Person and position to whom the grantee will report

5. With which positions will the grantee network both inside and outside the company? 


6. Work Schedule – please make a distinction between the general business hours of the firm and the time schedule of the grantee (approximate); comment on flexibility or not of this time frame, lunch hours etc. 


7. Rest days, holidays, and vacations-describe internal procedures to request for leave permits or sick-days.

8. Profile, skills, and academic background requirements from the grantee.

9. Relevant additional information.

