[image: image2.png]TALeNT LiveS heRe

TALLAHASSEE, FLORIDA“



[image: image2.png]

[image: image1.png]TALeNT LiveS heRe

TALLAHASSEE, FLORIDA“




[image: image3.png]TALeNT LiveS heRe

TALLAHASSEE, FLORIDA“



Internship Toolkit Templates
1st Edition

1st Edition 

Internship Toolkit Templates
Table of Contents

Recruitment

Adaptable Templates
Career Services Intern Request Letter

3

Sample Job Description



4
Sample Recruitment Flyer


5
Applicant Rejection Letter


6
Screening and Hiring

Adaptable Templates
Interview Questions & Evaluation Form

7
Applicant Acceptance Letter


8
Orientation Tools 

Adaptable Templates
Internship Commitment Pledge 


9
Intern Confidentiality Contract  


10
Work Management Tools

Adaptable Templates
Assignment Delegation Brief  


11
Work Assignment Tracking Timesheet  

12
Performance Measurement Tools

Adaptable Templates
Performance Measurement Timeline   

13
Intern Skills Intake Questionnaire  

14-16
Performance Evaluation   


17
Intern Evaluation by Manager   


18-20 

Program Evaluation by Intern   


21-23
Sample Letter of Recommendation  

24
Career Services Intern Request Letter

[DATE]

[CONTACT NAME]

[COLLEGE]

[ADDRESS]

Dear [SALUTATION] [LAST NAME]:

We are writing to express our interest in recruiting interns from [NAME OF COLLEGE]. [COMPANY NAME] would be an ideal learning environment for your students. The attached job description illustrates that our intern position(s) for this [SEASON] semester will involve a variety of hands-on project work. 

For your background, [COMPANY NAME] is a [BRIEF COMPANY DESCRIPTION INCLUDING CUSTOMERS SERVED]. We encourage you to visit our website at [URL] for more detailed information about our organization.

We are committed to fostering professional growth and as such, to providing the time, management, and structure to our intern program. We have a dedicated intern project manager and this commitment will ensure a successful experience for both our company and the interns we hire.

In addition to gaining 'real world' experience, your students will benefit from the other resources we apply to help develop core professional skills that will  improve their organization and time management, research, telephone manner, writing, effective listening, and office etiquette. By developing both industry-specific experience and professional skills, we hope to build a better pipeline of suitable candidates for future employment here at [Company name] upon graduation from [COLLEGE].

We invite you to visit us here at [COMPANY NAME] so you may experience our workplace firsthand. If more convenient, we also would be willing to come see you on campus or discuss via phone, the next logical step is for us to explore how we may best work together to create an enriching experience for [NAME OF COLLEGE] students.
We look forward to hearing from you.

Sincerely,

[NAME/TITLE OF REPRESENTATIVE]

© 2006 Z University 

Sample Job Description

To be distributed to college placement offices for posting on job boards and e-boards.

Company Name:

Internship Location:

Semester(s) available: Fall__ Spring__ Summer__

Description of Duties and Responsibilities:

Time Preference: Per Hour:__ Stipend: __
Other Incentives (if applicable): _________
Compensation: Hrs: __ 
Week Weekends: __Yes __No

Types of Internship: __ Credit __ Non-Credit __ Based on Student Opportunity

Class Standing Desired (check all that apply):

__ College Senior __ College Sophomore __ College Junior __ College Freshman

Majors Desired (check all that apply):

__ Community College

__ Technical School

__ Business/Economics

__ Financial Accounting

__ Marketing/Communications/English

__ Tourism/Hospitality Management

__ Engineering/Architecture

__ Computer/Technology

__ Digital/Graphic Arts/Design

__ Education

__ Healthcare

__ Sciences

__ Liberal Arts

__  Law/Political Science

GPA (Minimum Desired): _______

Inquiry Deadline: _______


Start date: _______
Application Information

Program Manager Contact Information:

Phone:

E-Mail:

Fax:

Website:
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Sample Recruitment Flier
NOTE: This flier is designed to provide a general sense of what employers might do as an on-campus tactic such as posting on building bulletin boards where target recruits have classes. Naturally, you will need to adapt this considerably for your own interests. Refer to the "Sample Job Description" for more ideas about details you may wish to include. 
SUMMER INTERNSHIP

Get Hands-On Experience

[Name of Company] is a [Type of Company] like no other, so our internship program is too! Apply today to get real-world work experience with us. [Add brief company overview here or at bottom]

ARE YOU READY FOR A CHALLENGE?

· strong emphasis on hands-on experience and learning
· [list types of activities they will perform]

· work along-side a seasoned manager; be mentored by company executives

· earn school credit (if eligible)

· [number of hours/week and start date]

Requirements:
· Juniors and Seniors preferred, but exceptions are welcome to apply

· Must be self-motivated, highly organized, creative and have a hunger to learn

· For more information visit [link to info here]

To Apply:

· E-mail resume and cover letter to [name of manager or e-mail address]

· Deadline to apply [enter date]
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Applicant Immediate Rejection

[MONTH, DATE YEAR]

[FIRST and LAST NAME]

[STREET ADDRESS]

[CITY, STATE ZIP]

Dear [FIRST NAME]:

Thank you for your application to [COMPANY NAME].

We have evaluated your resume and determined that your experience and coursework do not match our hiring criteria for this internship position. [OPTIONAL: EXPLAIN WHY/HOW]

Your interest in our organization is greatly appreciated and we wish you success in your future endeavors.

Sincerely,

[NAME]

[TITLE)
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Interview Question and Evaluation Form

Below is a list of interview questions that reflect a number of desired traits. This tool may also be used to evaluate how each intern answers the following questions.

RATING SCALE: 1 = Poor
 2 = Fair      3 = Acceptable
    4 = Very Good
5 = Excellent

	TRAIT
	INTERVIEW QUESTION
	RATING

	Ambition
	What type(s) of work/career do you see yourself doing after you graduate?
	1
	2
	3
	4
	5

	Interest/Enthusiasm
	Why are you interested to work for [name of co.] as opposed to anywhere else?
	1
	2
	3
	4
	5

	Insight
	How did you hear about [name of co.] and what impression have you formed about the company?
	1
	2
	3
	4
	5

	Preparation
	Did you visit our website? What do you think?
	1
	2
	3
	4
	5

	Verbal Skills & Motivation
	What do you want to achieve by pursuing this internship? (i.e., what do you want to learn?)
	1
	2
	3
	4
	5

	Time Management
	Do you typically complete your coursework ahead of schedule or work better under pressure by getting it done just before it’s due?
	1
	2
	3
	4
	5

	Resourcefulness
	How would you go about …? (Use a project example, such as having to find out something relevant)
	1
	2
	3
	4
	5

	Initiative
	What would you do if you came across… (Use a project example and refer to them finding something of value during the course of doing something else)
	1
	2
	3
	4
	5

	Organizational Fit
	Of everything I described about the organization, what are the things that appeal to you most?
	1
	2
	3
	4
	5

	Presentation Skills/Selling Skills
	Hypothetical: I am a business prospect in [type of industry] and you are here to sell me a widget. The product is capable of doing anything you want. Take a minute to think of what it can do and explain to me why I should be interested to buy it from you.
	1
	2
	3
	4
	5

	Integrity
	Hypothetical: Suppose you are employed for a company at which a serious mistake was made by your manager for a project on which you worked. How would you handle the situation if that manager placed the blame on you instead?
	1
	2
	3
	4
	5
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Applicant Acceptance Letter

[MONTH, DATE YEAR]

[FIRST/LAST NAME]

[STREET ADDRESS]

[CITY, STATE ZIP]

Dear [FIRST NAME]:

It is with great pride and confidence in you that I extend this formal letter of acceptance into the [NAME OF COMPANY] internship program for the [SEASON/YEAR] semester.

As describes, this opportunity will involve applying all core [PROFESSION] skills including, [LIST EXAMPLES], and everything in between.

As a teaching internship, we are committed to making every effort to provide you with the best hands-on learning experience possible.

Naturally, we hope that you accept our offer after which we can discuss the position in more detail. Please let us know your intent by [DATE].

For your reference, the requirements of the internship are as follows:

· [NUMBER] hours per week

· 12-14 weeks (depending on your semester schedule from [LIST MONTHS])

· Metric-based goal-setting (to be discussed at orientation)

I will be your direct supervisor and lead weekly project planning and project planning and professional development sessions at a set time (TBD).

As you prove yourself to be more and more capable, you will be assigned more advanced work, which is well beyond what most student interns ever do elsewhere. Should you or your faculty advisor ever have any questions, I am wholly accessible by phone at [NUMBER].

I look forward to providing and sharing this unique experience with you.

Cordially,

[NAME]

[TITLE]
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Internship Commitment Pledge

I, [Name of Intern], hereby agree to the terms of this internship. I will strive to get the most out of my experience. I will apply my best effort for the time I am committing to this opportunity (XX hours per week) and hereby agree to contribute no less than that amount of time.

I will remain accountable for my actions to [Name of Organization] and to myself. I will represent this firm with the utmost professionalism and integrity. I pledge to uphold the image of this company and its standards of excellence.
I realize that the success of this practicum is based on a foundation in time management, organization, discipline and self-motivation. I also recognize my obligation to balance my commitment to this internship with those I have to myself and others in my educational and life priorities. I understand the benefits of my internship will directly reflect the amount of effort I put forth to this commitment. 
In turn, I, [Name of Company Representative], hereby agree to help make this internship a valuable one to the [Name of Intern]. I will seek to create a comfortable environment and will provide meaningful work assignments and align them as best as possible with the learning goals this intern sets.  I will endeavor to provide additional training and mentoring as an important part of the intern's education. 
I, too, will remain accountable for my actions and professionalism throughout this internship. I pledge to uphold the image of this company throughout the duration of this internship, and beyond. 

____________________________________

______________________________
Official Signature [Company Representative]

Official Signature [Intern]

Date: [Month Day, Year)
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Intern Confidentiality Contract

AGREEMENT made this__day of, [year], by and between [NAME OF COMPANY] a [STATE] corporation, ("Company·) and (·Contractor").

In consideration of the mutual promises and covenants contained below, the parties agree as follows:
1. Company engages Contractor to provide consulting and other services in the name of and on behalf of the Company.
2. Contractor shall devote such time and efforts as are required to perform the services assigned by the Company. When performing services, Contractor recognizes that Contractor is representing the interests and reputation of the Company and agrees to perform all services in a professional manner.
3. It is the intent and purpose of this contract to create a legal relationship of independent contractor between Company and Contractor. Contractor is an independent professional, free to exercise his/her own independent and professional judgment, and Company shall neither have nor exercise any official control or direction over the methods utilized by Contractor. Nothing in this contract shall be construed to create an employment relationship. Consequently, there will be no withholding under, or contributions made on account of, the Federal lnsurance Contribution Act, Federal Unemployment Tax Act, and the federal, state or local withholding statutes.
4. This Agreement shall continue in full force and effect for a term of one year unless terminated by either party with at least thirty (30) days prior written notice.
5. In the course of each client relationship, there will be an ongoing exchange of information considered confidential, and to which [NAME OF COMPANY] as an entity is contractually bound to protect this confidentiality. Contractor agrees to adhere to the same principles by maintaining strict confidentiality of all client information both in terms of record keeping and in conversation outside of the agency.
____________________________________

______________________________
Official Signature [Company Representative]

Official Signature [Intern]

Date: [Month Day, Year)

© 2006 Z University
 Assignment Delegation Brief

Interns need clear direction to do their best work. This sheet is a simple guide for project managers to delegate assignments with all relevant details for the intern(s) to follow.

Intern's Name:

Project Title: [Be as descriptive, literal as possible]

Purpose: [Describe how assignment fits into the big picture]

Deliverables: [Specific expectations/outcomes/metrics]

Time Budget: [How much does the intern have to complete]

Deadline: [There's nothing quite like a deadline to get things done]

Notes: [Offer any direction about how to complete assignment, including any resources available to do so]

Source – “Starting and Maintaining a Quality Internship Program” - Michael True
Work Assignment Tracking Timesheet

Intern Activities Status:

Week of (Month/Date):

Total Hours: (# per week):

Notes (optional):

Use the space below to solicit and track weekly feedback from interns, such as updates on assignments, needs from supervisor(s) or issues with other coworkers. 

Encourage them to offer suggestions and positive feedback about someone or what they did I did not like about assignments. Interns also can acknowledge skills they learned, such as any to help them reach their development goals.
Source – “Starting and Maintaining a Quality Internship Program” - Michael True
PERFORMANCE MEASUREMENT TIMELINE
The internship program toolkit includes a number of tools for measuring performance. The following timeline provides guidance for when to use these tools. 

PREHIRE:

· Pre-interview Screening questionnaire

· Basic skills writing test

· Interview Screening tool

· Personality Profile

INTERNSHIP:

Week 1: 


· Orientation

· Skills/ interests intake questionnaire

· Review how to set meaningful goals

Week 2:


· Review intake questionnaire; discuss goals

Week 3: 


· Ensure goals are meaningful and measurable; seek to match goals with projects

Week 6-7:
 

· Checkpoint to discuss performance, goals, and general feedback

Week 10: 


· Checkpoint to discuss to discuss goals and match needs for remainder of internship

Week 12-14: 


· Performance Measurement Tools

· Manager intern evaluation

· Interim Manager Evaluation

· Intern Self-Evaluation 

POST INTERNSHIP:

· Post internship skills outtake

· Program evaluation exit survey

Note: For maximum, ongoing tracking, organizations may use the ‘Project Performance Evaluation’ for every relevant assignment. It is also helpful to maintain detailed records by using the ‘Work assignment tracking sheet’. This gives both the company and the intern a clear record of what was accomplished.
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Intern Skills Intake Questionnaire
At               (name of organization)                    we define an internship as a collaborative obligation. Our responsibility is to foster an intern’s growth through professional experience and training. And, in exchange, we expect interns to uphold their best to help us achieve our business goals.

This intake tool is the first step in this partnership. It is designed to help us better understand your career interests, to obtain a self-evaluation of your skills, to gauge your supervision preferences, and to asses your development needs. The insight from your responses will help            (name of organization)               customize your internship by enabling us to best match work assignments with your needs and goals and to manage your growth in the best way.

Some of these questions will challenge you to take risks, including asking you to look at your individual interests and abilities and share what you see. Please note that you ALREADY have been selected for this internship position. The more accurate and detailed your responses are, the better we can ensure that you get the most benefit from this hands-on teaching internship.

INTERN NAME:  ______________________________________

INTAKE QUESTIONS

Below is a list of various marketing disciplines. Please rate your current interest in each based on the following scale.

1 – 2:  
Not at all interested

2 – 4:  
A little interested

5 – 6:  
Somewhat interested

7 – 8:  
Very interested

9 – 10: 
Extremely interested

_____ communication strategy/ branding                      

_____ online marketing/ web design

_____ advertising/ copywriting    

_____ a/v production/ photography

_____ public relations

_____ graphic design

_____ event management                                               

_____ market research

_____ direct marketing 

_____ media planning & buying

Cont’d. on next page

Below is a list of various business skills. Please rate your current abilities based on the following scale:

1-2:  
I am truly terrible at this

3-4:   
I am somewhat weak at this

5-6:    
I am somewhat good, but not great

7-8:    
I am very good at this

9-10:   
I am very confident and excel at this

WORK MANAGEMENT SKILLS

___ organizational skills

___ time management

___ self motivation to complete tasks/ initiative

___ listening skills

___ ability to follow directions/ complete tasks

___ resolving conflict/ verbal communication

___ Receptiveness to feedback

___ Flexibility/ adaptability

PROFESSIONAL SKILLS

___ research/ resourcefulness
___ creative thinking/ problem solving

___ writing/ editing

___ telephone

___ event planning

___ interpersonal communication

___ computer skills

___ formatting skills

ADDITIONAL COMMENTS BY INTERN: 

© 2006 Z University

OPEN FEEDBACK QUESTIONS

1) If you were able to choose today your first job to start your career, what would it be and why?

2) If you had to choose one professional skill that you’re best at, what would it be? Feel free to explain why.

3) If you had to choose one professional skill that you need help to improve, what would it be? Please explain why. 

4) How easy/ hard would it be for you to communicate that you do not fully understand something you are asked to do?

5) How easy is it for you to work independently (virtually) on an assignment versus having more supervision and/or structured time in-office?

© 2006 Z University
 Project Performance Evaluation

This evaluation may be used in follow-up to the project delegation worksheet for supervisors and interns alike to offer specific feedback. This form represents the highest level of detail for performance measurement because it can be used for virtually every assignment.

1=POOR   2=FAIR   3=GOOD   4=VERY GOOD   5=EXCELLENT

SKILLS                     
MANAGER RATING  
ABILITIES               
MANGER RATING

Research skills             
1  2  3  4  5                  
Creativity                   
1  2  3  4  5

Telephone skills           
1  2  3  4  5                   
Resourcefulness        
1  2  3  4  5

Writing skills              
1  2  3  4  5                   
Attention to detail     
1  2  3  4  5

Interpersonal skills      
1  2  3  4  5                    
Organization             
1  2  3  4  5

Presentation skills       
1  2  3  4  5                    
Time Management    
1  2  3  4  5

Formatting skills         
1  2  3  4  5                    
Initiative                    
1  2  3  4  5

Post project evaluation
	Manager Feedback
	Intern Feedback

	
	


	Coworker Feedback
	Additional Feedback
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Intern Evaluation by Manager

5)  Exceptional            
Consistently exceeds expectations (always demonstrates this ability)

4)  Commendable        
Sometimes exceeds expectations (usually demonstrates this ability)

3)  Fair                         
Meets expectations (sometimes demonstrates this ability)

2)  Uncomplimentary    
Rarely meets expectations (seldom demonstrates this ability)

1)  Unsatisfactory        
Does not meet expectations (never demonstrates this ability)

NA)   Not Applicable   
Not applicable to this internship experience)

	Career Field
	Description
	Rating

	
	
	1  2  3  4  5  N/A

	
	
	1  2  3  4  5  N/A

	
	
	1  2  3  4  5  N/A

	
	
	1  2  3  4  5  N/A


OPEN FEEDBACK

1. Strengths: Please describe the student intern’s strongest assets.

2. Weaknesses: Please describe areas the student intern most needs to improve.

3.  Performance: Please describe your overall level of satisfaction.

_____ I have  
________ I have not discussed this evaluation with the intern

___________________________________           ___________________________________

 Evaluator’s Signature                                             
 Student’s Signature

___________________________________

Title
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Intern Evaluation by Manager

To be completed by the supervisor, shared with the intern following completion, and then placed in the permanent file for the intern. 

DATE: ________________   
       EVALUATION PERIOD: _________________

STUDENT NAME: ____________________________________________________

SCHOOL:  __________________________________________________________

DEPARTMENT OF INTERNSHIP: _______________________________________

SUPERVISOR OR PROGRAM MANAGER: _______________________________

GENREAL DESCRIPTION OF WORK PERFORMED:

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

© 2006 Z University

Intern Evaluation by Manager

5)    Exceptional             consistently exceeds expectations (always demonstrates this ability)

4)    Commendable        sometimes exceeds expectations (usually demonstrates this ability)

3)    Fair                            meets expectations (sometimes demonstrates this ability)

2)    Uncomplimentary  rarely meets expectations (seldom demonstrates this ability)

1)    Unsatisfactory        does not meet expectations (never demonstrates this ability)

NA) Not applicable        not applicable to this internship experience

	TRAIT
	DESCRIPTION
	RATING

	Attitude
	Enthusiastic, helpful, solicitous
	1  2  3  4  5  NA

	Character/Integrity
	Honest, respectful, conscientious
	1  2  3  4  5  NA

	Professionalism
	On time; dresses appropriately
	1  2  3  4  5  NA

	Teamwork
	Collaborative attitude, shares information
	1  2  3  4  5  NA

	Presence
	Exhibits confidence, poise, and tact
	1  2  3  4  5  NA

	Personal rapport
	Friendly, likeable, interacts well
	1  2  3  4  5  NA


	PERFROMANCE
	DESCRIPTION
	RATING

	Resourcefulness
	Seeks out, uses appropriate resources, Able to identify & uncover needed assets
	1  2  3  4  5  NA

	Initiative
	Self motivated, eagerness to learn            
	1  2  3  4  5  NA

	Adaptability
	Flexible in response to active needs         
	1  2  3  4  5  NA

	Dependability
	Instills confidence, purposeful                  
	1  2  3  4  5  NA

	Receptiveness
	Open to feedback, eager to learn              
	1  2  3  4  5  NA

	Problem solving         
	Sound analytical thinking & decision; Making ability to yield positive outcomes
	1  2  3  4  5  NA

	Follows Directions     
	Listens well, delivers on expectations     
	1  2  3  4  5  NA

	Creativity  
	Offers fresh and unconventional ideas     
	1  2  3  4  5  NA

	Learning ability
	Asks good questions, absorbs
	1  2  3  4  5  NA

	Productivity
	Produces appropriate volume and quality of work, achieves expectations
	1  2  3  4  5  NA


	SKILL
	DESCRIPTION
	RATING

	Project management   
	Organization/time management, attention to detail, prioritizes tasks well
	1  2  3  4  5  NA

	Research   
	Able to find whatever is needed                
	1  2  3  4  5  NA

	Telephone
	Courteous, comfortable, effective              
	1  2  3  4  5  NA

	Writing/Editing           
	Communicates ideas clearly and cleanly In writing, effective in related projects
	1  2  3  4  5  NA

	Communication
	Interpersonal skills, ability to convey      
	1  2  3  4  5  NA

	Presentation
	Effective in group settings, meeting         
	1  2  3  4  5  NA

	Computer
	Technical skills relevant to career field    
	1  2  3  4  5  NA


© 2006 Z University

Program Evaluation by Intern

Now that you have completed the program requirements, we ask that you share your insights about the experience so we may improve our efforts in future program cycles. Thank you for your candid feedback.

RATING SCALE
5)    Excellent                        Strongly exceeded expectations




          

4)    Very good                      Somewhat exceeded expectations




          

3)    Good                              Met expectations






            2)    Fair                                 Fell short of expectations   





                1)    Poor                               Fell way short of expectations                                                                      

NA) Not applicable              Not applicable to this internship experience

General Program Elements

	ELEMENT
	DESCRIPTION
	RATING

	Reception
	Organized welcome/ preparation
	1  2  3  4  5  NA

	Program materials
	Overview of company/ program
	1  2  3  4  5  NA

	Orientation
	Expectations made clear
	1  2  3  4  5  NA

	Resources & Tools
	Had what was needed to succeed
	1  2  3  4  5  NA

	Training & Development
	Structured, consistent emphasis
	1  2  3  4  5  NA

	Performance Measurement
	Systems in place to track progress
	1  2  3  4  5  NA

	Mentoring
	Additional efforts received
	1  2  3  4  5  NA

	Executive support
	Evident ‘buy-in’, participation
	1  2  3  4  5  NA


Direct Supervisor Performance Traits

	TRAIT
	DESCRIPTION
	RATING

	Accessible/receptive  
	Available & openly willing to help  
	1  2  3  4  5  NA

	Support/Helpful                
	Effective in supervision/ direction  
	1  2  3  4  5  NA

	Communicative  
	Proactive in follow up & guidance  
	1  2  3  4  5  NA

	Prepared/organized           
	Project work was carefully planned  
	1  2  3  4  5  NA

	Delegated clearly              
	Expectations were made clear           
	1  2  3  4  5  NA

	Creative           
	Demonstrated unconventional thinking  
	1  2  3  4  5  NA

	Motivating
	Inspired me to do my best/ more        
	1  2  3  4  5  NA

	Caring/ appreciative         
	Genuinely interested, complimentary
	1  2  3  4  5  NA

	Respectful    
	Treated me professionally                   
	1  2  3  4  5  NA

	Relationship   
	Overall rating of supervisor
	1  2  3  4  5  NA
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Program Evaluation by Intern

RATING SCALE
5)    Excellent                        Strongly exceeded expectations




          

4)    Very good                      Somewhat exceeded expectations




          

3)    Good                              Met expectations






            2)    Fair                                 Fell short of expectations   





                1)    Poor                               Fell way short of expectations                                                                      

NA) Not applicable              Not applicable to this internship experience

Skill/Career Development

	SKILL
	DESCRIPTION
	RATING

	Project management    
	Organization, time, prioritization                    
	1  2  3  4  5  NA

	Research
	Finding & retrieving information                    
	1  2  3  4  5  NA

	Telephone              
	Courteous, comfortable, effective  
	1  2  3  4  5  NA

	Written communication  
	Clear, clean, effective                                   
	1  2  3  4  5  NA

	Interpersonal   
	Comfort/ability to establish rapport               
	1  2  3  4  5  NA

	Presentation  
	Group settings, meetings                                 
	1  2  3  4  5  NA

	Decision-making          
	Analytical thinking, positive result                  
	1  2  3  4  5  NA

	Problem-solving            
	Conflict resolution, recovery         
	1  2  3  4  5  NA

	Leadership    
	Confidence, self direction                               
	1  2  3  4  5  NA

	Technical/computer       
	Skills relevant to career field                          
	1  2  3  4  5  NA

	Internet/email                 
	Improve usage, style, approach                       
	1  2  3  4  5  NA

	General business            
	Experience, understanding                              
	1  2  3  4  5  NA

	Job/Industry specific      
	Insight relevant to career field                        
	1  2  3  4  5  NA

	Office/organizational      
	Processes, functionality                                  
	1  2  3  4  5  NA

	OTHER         
	TBD
	1  2  3  4  5  NA


RATING SCALE
5) All of the time  
4) Most of the time  
3) Some 
2) Very little       1) Not Any

Rate each according to how you generally felt throughout your internship experience.

Program Experience

	POSITIVE
	RATING
	NEGATIVE
	RATING

	Respected
	1  2  3  4  5  
	Bored
	1  2  3  4  5  

	Guided
	1  2  3  4  5  
	Confused
	1  2  3  4  5  

	Well Managed
	1  2  3  4  5  
	Used
	1  2  3  4  5  

	Accepted
	1  2  3  4  5  
	Ignored
	1  2  3  4  5  

	Motivated
	1  2  3  4  5  
	Overwhelmed
	1  2  3  4  5  

	Rewarded
	1  2  3  4  5  
	Unappreciated
	1  2  3  4  5  

	Challenged
	1  2  3  4  5  
	Frustrated
	1  2  3  4  5  

	Included
	1  2  3  4  5  
	Uncomfortable
	1  2  3  4  5  

	Valued
	1  2  3  4  5  
	Misled
	1  2  3  4  5  

	Creative
	1  2  3  4  5  
	Unsupported
	1  2  3  4  5  

	Busy
	1  2  3  4  5  
	Criticized
	1  2  3  4  5  
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Program Evaluation by Intern

Open Feedback

1) Expectations      Was the internship experience what you expected? How so?

2) Strengths            Please describe what you liked most about your internship experience

3) Weaknesses        Please describe any areas the program/ supervisor can improve

4) Satisfaction        Please describe your overall level of satisfaction

5) Would you work for this supervisor again?        

 __ Yes   ___ No      ___ Uncertain

6) Would you work for this organization again?    

 __ Yes   ___ No      ___ Uncertain

7) Would you recommend this organization to others? 
 
 __ Yes   ___ No      ___ Uncertain

8) Did you have fun during your internship?


 __ Yes   ___ No      ___ Uncertain

__________________________________                      ___________________________

Evaluator’s Signature                                                         Student’s Signature

________________________________

Title
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Sample Letter of Recommendation

(Date)

(Name)

(Title)

(Company)

(Address)

To whom it may concern:

I am pleased to write this letter of recommendation for (Insert intern’s name).I have had the opportunity to work with and supervise many interns in my career. (Intern) truly stands out as an individual more than worthy of endorsement.

During (intern)’s (length of time) of interning at (company name), (he/she) worked closely with me and I came to depend on (him/her). (Intern) came to (company) with a high level of initiative, creativity, and performance. (Intern) is very goal orientated as well as a team player and is always devoted to (his/her) in account work. 

(Intern) demonstrated from early on in the internship that (he/she) was concerned with both quality and efficiency. (His/her) ability to take direction allowed me to assign such tasks as business writing and business research (other/substitute work types). (His/her) desire to learn encouraged me to involve (him/her) in account work. 

In closing, I highly recommend (intern) for a position with any company that is able to realize (his/her) potential and give (him/her) the opportunity to grow. I feel confident (he/she) would be an asset to your organization.

Sincerely,

(Your name)

(Your title)
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