INTERNSHIP CHECKLIST

1. Have an initial meeting early in the program with the GIS Certificate Manager to talk about your interests and goals.  

2. Formulate the type of internship projects you want to do.

3. Find an internship host.

4. Select your faculty advisor and internship supervisor. Inform the Program Manager who your advisor and supervisor will be (include contact information for the latter). 
5. Develop a 1-2-page internship proposal.  

6. Get your proposal approved by your faculty advisor.

7. Complete the “goldenrod form” and have the faculty advisor sign this form.  Submit form to the Program Manager with copy of the proposal.
8. Enroll in Geog 602 for 2 credits with the “call number” assigned to you by the Program Manger.
9. The Program Manger will send a letter to your internship supervisor thanking him/her and outlining the expectations of the supervisor.  The supervisor will be asked to submit a letter of evaluation upon the completion of your work.  
10. After completing your internship, submit an internship report, along with your supervisor’s evaluation letter, to the Program Manager by the last day of the semester.  Include a digital copy of your report and appendices.  

