



Metropolitan Transportation Commission 2012 High School Internship Program

Attachment B - Intern Request Form

Instructions:  1) Double-click on “xx” and type entry.


2) Fill in form completely


3) Email as an attachment to InternCoordinator@mtc.ca.gov

( County:  xxCOUNTYxx

Agency:  xxAGENCYxx

( Mentor’s Information:

Name of person to mentor student:   xxMENTORxx

Address:  xxADDRESSxx       City/Zip:  xxCITYxx
Official Title: xxTITLExx        Department: xxDEPARTMENTxx
Phone:  xxPHONExx   Fax: xxFAXxx
E-mail Address:  xxEMAILxADDRESSxx
(  Internship Site Information: 
Address:  xxADDRESSxx       City/Zip:  xxCITYxx

Main Phone:  xxPHONExx

Internship Includes: (Indicate the percent apportioned for each category)
	Office duties/tasks
	Outside field work
	Evening meetings
	Weekend work
	Total %

	xxNUMBERxx % 
	xxNUMBERxx % 
	xxNUMBERxx % 
	xxNUMBERxx % 
	100%


Internship Schedule:


Typical work hours are between 8 a.m. and 5 p.m. Does this internship predominantly 
require a 
start/end time outside typical work hours? xxYESxNOxx

If yes, what are the preferred start and/or end times? xxSTARTxENDxTIMESxx
(  Intern Provisions:

Will the intern be provided an agency email address? xxYESxNOxx

Will the intern have a dedicated phone number that he/she can be reached at? xxYESxNOxx
(  Internship Description & Enrichment Activities:
GREATER CONSIDERATION GIVEN FOR: 
· tasks/projects providing professional skill-building experiences; and

· enrichment experiences that educate how your agency plays an overall part in the community, county, and regional transportation operations.

Describe the tasks/projects the intern will work on and any professional skill-building experiences the student will gain: (See Attachment C for tips and examples)
xxUSExxPARAGRAPHxxFORMATxx

Enrichment activities: (Highlight applicable check-boxes in yellow; edit as necessary)
( Learn what’s done with collected
( Learn about transportation resources (e.g., yellow call boxes,

transportation fares

types of ticket/card fares, 511 program, FSP program, etc.)
( Tour transit village

( Overview of freeway/expressway design
( Overview of bike/ped pathways
( Learn how to submit street maintenance/improvement requests
( Overview of building inspections
( Learn about sustainable planning strategies 
( Learn about public utilities
( Attend environmental impact meeting
( Attend congestion mgt. meeting
( Overview of Port operations and tour


( Learn types of agency funding
( Overview of planning department functions
( Engage in legislative activity
( Learn about public involvement opportunities
( Visit with fire department
( Assist with public event planning
( Visit with police department
( Introduction to elected county official(s)
( Tour airport facility
( Learn about issues affecting low-income communities
( Visit with Parks and Recreation 
( Learn about issues affecting seniors and people with disabilities
( Trainings/Webinars (please list type): xxTRAININGxxWEBINARxx
( Other(s): xxDESCRIBExx
(  List minimum requirements or specific skills you desire the intern to have:
1. xxSKILLxx

2. xxSKILLxx

3. xxSKILLxx

(  Administration:
Please indicate name of person to coordinate or participate in the interview: 

Name:  xxNAMEx     Title:  xxTITLExx     Phone: xxPHONExx
E-mail Address:  xxEMAILxADDRESSxx 

Other than mentor, another person that can be contacted about intern:
Name:  xxNAMEx     Title:  xxTITLExx     Phone: xxPHONExx
E-mail Address:  xxEMAILxADDRESSxx
(  Intern Specifics:
Will you consider applicants: 

· Who have a one- to two-week vacation scheduled? xxYESxNOxx
· Who are seeking a part-time schedule only? xxYESxNOxx
· Who, due to other obligations, will require a late start date and/or an early end date for their internship? xxYESxNOxx
· Who are only available for one month out of the program’s 10-week period? xxYESxNOxx
(  Agency Specifics:
· Has your agency participated in MTC’s High School Internship Program in the past? xxYESxNOxx

If yes, when? xxYEARSxx
· Is your agency willing to hire additional students on your agency’s payroll? xxYESxNOxx
	Intern Request Form is due by Friday, December 9, 2011.
Email, in MS Word format, to InternCoordinator@mtc.ca.gov.


Email Intern Request Form to:  
For more information contact:

Name:  Michelle Tan
Name:  Ann Macaulay
Title:  Internship Coordinator
Title:  Internship Program Manager
Email:  InternCoordinator@mtc.ca.gov
Phone:  510-817-5741

Email Subject Line: MTC Intern Request Form
Email:  amacaulay@mtc.ca.gov
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