	INTERN REQUEST FORM

NYC DEPARTMENT OF CITYWIDE ADMINISTRATIVE SERVICES
 Public Service Corps
 One Centre Street, Room 2435, New York, NY 10007 212-669-3684 212-669-3633 (fax) psc@dcas.nyc.gov

	Office Use
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TO BE COMPLETED BY UNIT HEAD/SUPERVISOR

	1. CITY DEPARTMENT OR AGENCY
     

	2. NAME OF CENTER (IF APPLICABLE)
     
	3. UNIT
     

	4. WORK LOCATION ADDRESS 
     




	BOROUGH
     
	ZIP CODE
     

	5.  UNIT HEAD

     
	TELEPHONE
     
	FAX
     
	E-MAIL
     

	6. SUPERVISOR
     
	TELEPHONE
     
	FAX
     
	E-MAIL
     

	7. DESCRIPTION OF INTERNSHIP (BE SPECIFIC)
     

	     

	     

	NON-CLERICAL    %
	     

	CLERICAL     %
	     

	FIELD WORK    %
	      

	8. FUNCTION OF UNIT 
     

	9. SPECIAL EXPERIENCE REQUIRED TO PERFORM ASSIGNMENT
     

	10. SKILLS REQUIRED 

     

	11. COURSES REQUIRED (PREFERRED)
     

	12. By the end of the internship, what skills can the intern expect to develop?
 Interpersonal Skills    FORMCHECKBOX 
     Interviewing Skills    FORMCHECKBOX 
     Writing Skills    FORMCHECKBOX 
     Computer Skills    FORMCHECKBOX 

 Organizational Skills  FORMCHECKBOX 
     Analytical Skills        FORMCHECKBOX 
     Oral Skills        FORMCHECKBOX 



	13. HOURS AVAILABLE FOR INTERNSHIP (WIDEST RANGE)

	                             DATES 

                      From           To
Summer                          
(June-Aug)                    

Fall-Spring                     
(Sept-May)                     
	     MON
  
  
From    To
            

From    To

           
	     TUES 

From    To
           

From    To
           
	     WED

From    To
           

From    To
           
	   THRUS

From    To
           

From    To
           
	      FRI

From    To
            

From      To
            
	      SAT

From      To
            

From      To
            
	      SUN

From      To
            

From      To
            

	TO BE COMPLETED BY PUBLIC SERVICE CORPS AGENCY COORDINATOR ONLY

	14. [ FORMCHECKBOX 
] Intern can go directly to Unit 
[ FORMCHECKBOX 
 ] Intern must see Agency
 [ FORMCHECKBOX 
] Intern must see Agency Coordinator
              Head/Supervisor for Interview            Coordinator first                           after seeing Supervisor

	15. (NAME OF COORDINATOR)        

      (PHONE)                                               (ADDRESS)      

	
16. Request for an assignment of a Public Service Corps intern in the described position above is hereby approved. I hereby certify that the assignment of a Public Service Corps intern into this position will not result in the displacement of a regular worker or impair existing contracts for services.

 Signature                                                                 Date 


	For PSC Office Use:            Placement Copy                      File Copy                            Agency Coordinator Copy


	INSTRUCTIONS

	1. A separate Intern Request Form must be filled out for each intern requested.

2. The submission of this request does not guarantee that it will be filled. Placement is contingent upon intern’s preference and qualifications.

3. In large agencies or departments, the Unit Head is usually a division or bureau head. In smaller agencies, the Unit Head and the Supervisor may be the same individual.

4. Person listed as “supervisor” in Box 6 will be contacted in case of any problems or questions.



TO UNIT HEAD / SUPERVISOR

Complete Boxes 1-13. Send completed forms to the Coordinator of your agency.

1-4. List the agency of which your unit is a part; the name of the center (if applicable); the unit in which the intern will be working and the complete work location address (including room number and zip code).


5-6. List your name, telephone number, fax and e-mail address, as well as the intern’s immediate supervisor’s name, telephone number, fax and e-mail address.


7. Describe in detail what the intern will be doing. In addition, please specify the approximate percentage of time to be spent for each category: non-clerical, clerical and fieldwork. Please be specific in your description. We will be unable to process any request that does not fully describe the actual work the intern will do.

8. Describe the function of the unit.

9-11. Indicate any special experience, skills, courses, etc. the intern must possess to perform the assignment.

12. Check applicable categories.

13. List the range of hours during which the intern assignment may be performed each day for both the Summer and Fall-Spring office schedules, also indicating the dates to which the schedules apply. 

After completion of the above, forward forms to your Agency Coordinator.


TO AGENCY COORDINATOR
Complete Boxes 14-16. Send the original signed copy to: Public Service Corps, One Centre Street, Room #2435, New York, NY 10007.

14. The general policy of the Public Service Corps is to have interns report directly to the Unit Head/ Supervisor at the work location for an interview. In some cases, it may be necessary to see the Agency Coordinator first.








