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State of Oregon Internship program
[bookmark: _Toc475101990]
Internship Position Plan 
Agency Name: _______________________________________________________________________	
Agency Address: _____________________________________________________________________
Contact: _____________________________________________________________________________
Title: ________________________________________________________________________________
Email: ______________________________________________________________________________
Phone Number: ______________________________________________________________________
Supervisor/Mentor Name: _____________________________________________________________	
Supervisor/Mentor Title: ______________________________________________________________
Supervisor/Mentor Email: _____________________________________________________________
Supervisor/Mentor Phone Number: _____________________________________________________
Intern Name: ________________________________________________________________________	
Intern Phone Number: ________________________________________________________________
Intern Email: _________________________________________________________________________
Internship Job Title: ___________________________________________________________________
From: ___________ to: __________________ 					
Description of Internship: _____________________________________________________________
_____________________________________________________________________________________

Wages:							Supplies needed:
☐ Hourly Wage					☐ Desk
☐ Unpaid						☐ Work station	
							☐ Email account
							☐ Telephone with voicemail
							☐ Network log in

	Goal 1:
	Think SMART Goals (Specific, Measurable, Actionable, Realistic, and Timely)




	Action Steps:
What actionable steps are you going to take to reach this goal? (include deliverables, timelines)
1.
2.
3.
4.
5.
	Metrics:
How are you going to measure that you are successful. These should align with your Action Steps
1.
2.
3.
4.
5.

	Strategy:
How are you going to go about reaching this goal- your approach, direction, or method?

	



	Goal 2:
	Think SMART Goals (Specific, Measurable, Actionable, Realistic, and Timely)




	Action Steps:
What actionable steps are you going to take to reach this goal? (include deliverables, timelines)
1.
2.
3.
4.
5.
	Metrics:
How are you going to measure that you are successful. These should align with your Action Steps
1.
2.
3.
4.
5.

	Strategy:
How are you going to go about reaching this goal- your approach, direction, or method?

	

	Goal 3:
	Think SMART Goals (Specific, Measurable, Actionable, Realistic, and Timely)




	Action Steps:
What actionable steps are you going to take to reach this goal? (include deliverables, timelines)
1.
2.
3.
4.
5.
	Metrics:
How are you going to measure that you are successful. These should align with your Action Steps
1.
2.
3.
4.
5.

	Strategy:
How are you going to go about reaching this goal- your approach, direction, or method?
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