
 
 

 
 
Thank you for your interest in hosting a Training Futures intern! The internship is the capstone experience for Training 

Futures Trainees, giving them the opportunity to apply the skills they learned over the past 16 weeks in the classroom to 

a professional workplace, adding value and gaining confidence. The goal of the internship is twofold:   

1. Provide motivated, administrative talent for a 3-week period  to our business partners 

2. Give Trainees the opportunity to apply what they’ve learned to a professional environment and gain critical 

experience and confidence to be competitive in the job market 

Our goal is to ensure a fulfilling experience for the intern and internship host. In order to do this, we consider the culture 
and scope of work of each internship provider alongside the trainees’ skills, work styles and career goals. For us to make 
the best possible placement for you and your organization, please provide as much information as possible.  
 
Logistics  

Name: _________________________________________ Title: _____________________________________________ 

Company:  ____________________________   E-mail: ________________________________ Phone:  _____________ 

Company Address: _____________________________________City: __________________ Zip Code: _____________  

Internship Job Title:__________________________________ Internship Supervisor: ____________________________ 

Does your company require a background check? (circle one)    Yes       No 

Does your company require a drug test?   (circle one)    Yes       No 

Does your company require a TB test?  (circle one)    Yes       No 

Will your intern need to attend a company orientation?  Yes       No  If yes, how far in advance of the internship? _______ 

Does your company require U.S. citizenship? (circle one)    Yes       No 

To whom should the intern report on the first day and where should s/he find that person? _______________________ 

__________________________________________________________________________________________________  
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