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· Intern Information: 

	Name:
	

	Position:
	
	Department:
	

	Location 
	

	City
	
	State
	
	Zip Code
	

	Cell Phone:
	
	Personal E-mail:
	


· Partner Information:
	Supervisor: 
	

	Organization:
	

	Position:
	
	Department:
	

	Location: 
	

	City:
	
	State:
	
	Zip Code:
	

	Phone:
	
	E-mail:
	


· Intern’s Schedule: (not to exceed 8 hours per day and 30 hours per week)
	Monday:
	
	Thursday:
	

	Tuesday:
	
	Friday:
	

	Wednesday:
	
	
	


· Hours Budgeted:
	Start Date:
	
	Total Hours Budgeted:
	

	End Date:
	
	Actual End Date:
	


· Assignments:
	· Intern will be working on the following projects: 

	

	

	

	


	· Interns general duties include: 

	

	

	

	


	· These projects are designed to provide the intern with the opportunity to: 

	

	

	

	


· Skills:
	· The intern will use the following skills: 

	

	

	

	


Timesheet signator
	Name
	

	Title 
	
	
	

	Phone:
	
	Email:
	


· Supervision: _______(initial)
	· The supervisor will assign a mentor who will confer on a regular basis with the intern, provide guidance, review the intern’s assignments, and facilitate professional development.  The mentor will also provide the intern with appropriate training for assignments and an overview of the general operations of the organization.


· Intern’s Evaluation  _______(initial)
	· The supervisor is responsible for completing and returning the following to TFLA:

	· Mid-term Intern Performance Evaluation
due approximately 250 hours
· Final Intern Performance Evaluation

due at completion of internship


	
	

	Supervisor Signature
	Date


· Intern’s Program Evaluation _______(initial)
	· At the conclusion of the internship, the intern is responsible for returning the LIFT L.A. Program Evaluation form to TFLA before internship end date.


	
	

	Intern Signature
	Date
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(Due:  Intern’s First Day)
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