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Internship Packet
Everything you need to begin the internship process and maintain your internship through your school’s MPA program.

Start with the Basics--

How is the internship program set up?

APAC, the Arkansas Public Administration Consortium, is a cooperative program of the University of Arkansas at Little Rock, Arkansas State University, and University of Arkansas, Fayetteville.  APAC is dedicated to the improvement of management services in public and non-profit agencies throughout Arkansas.  APAC accomplishes this through training programs and the internship program.  


The APAC internship program provides Master of Public Administration students from the three universities with an opportunity for professional growth while learning.


This is done via a professional internship in four to six month placements.  The internship is conducted after your coursework has been completed, and serves as an introduction to the workforce.


APAC has a pool of government and nonprofit agencies from all over Arkansas who want MPA interns for these internships.  These agencies realize the value of APAC interns, and agree to work with the interns to mentor them and further their experience.    


As an intern, you can expect certain basics from your placement:



• Serve a four to six month placement



• Work 40 hours per week



• Earn a gross stipend of $1,000 per month



• Have a clear job description with placement site



• Have the opportunity to evaluate the internship and 


    review the placement site’s evaluation of your work



• Fulfill the requirements of your MPA program

The Internship Process-

First Step, Sending a Resume


It is a good idea to start preparing for your internship at least  six months prior to the semester in which you would like to begin the internship.  For example, if you would like to do an internship in the spring semester, it is a good idea to notify your MPA Coordinator by early in the Fall semester.


Once you have discussed your internship interests with your MPA Coordinator, you should send a copy of your resume to the APAC Administrator, Michael Waters.  He will review your resume and work with you to insure that it reflects your talents and strengths.  His address is:




Michael Waters, Administrator




APAC

UALR Ross Hall 600




2801 S. University Av.




Little Rock, AR.  72204


APAC will distribute your resume to sponsoring agencies, who review them and then contact students for interviews.  Usually the sites visit with Mr. Waters about each intern they are interested in interviewing to learn more about them.  For this reason, it is recommended that once you have completed the rework of your resume, you set up an appointment for a personal visit with Mr. Waters.  At that time, you will be able to discuss your placement preferences, discuss career options, and review interviewing skills and techniques.  His phone number and e-mail address are:




(501) 569-3090




e-mail: mawaters@ualr.edu


As with any employment interview, the more often you do it, the better your presentation will be.  Because practice is essential for a polished interview, you are encouraged to not limit yourself in the agencies with which you will interview.  You may discover an ideal placement in an area you have not anticipated.

Second Step-Scheduling Your Internship

After you are interviewed and have agreed with a sponsoring agency on your placement, dates of your internship and method of payment are confirmed by the APAC Administrator with the sponsoring agency.  At this point, APAC will begin the payroll process.


APAC’s Administrative Assistant will send you a packet of information.  There is a lot of paperwork involved, and each item is crucial, so be sure to follow instructions when the appropriate time comes.  If you do not return your paperwork in a timely manner, your internship placement may be delayed.

You will be asked to do the following:

1. Complete and sign a State of Arkansas Employee’s Withholding Exemption Certificate

2. Complete and sign a W-4

3. Complete and sign a Personnel Data Sheet

4. Complete section 1 of an I-9 (immigration) Form 

Note:  If you are not a US citizen, you will need to provide APAC with a copy of your passport with an INS Form I-94, indicating unexpired employment authorization.
5. Complete an Authorization for Direct Deposit Form  
 
        (Checks are deposited directly into your checking account on the 15th and 31st (or last day) of each month.)

6. Read and keep the “Drug Free Workplace Act.”  An acknowledgment form will be attached.  Sign and return that acknowledgment form.


You may check the forms to make sure that they are correct.  Once all signatures and information are obtained by APAC, your official placement into the sponsoring agency begins. 


The contact person in the APAC office for all paperwork regarding internship payment is Lisa Crittenden, Administrative Assistant.  Her phone number is:  (501) 569-3436.

Third Step- Sponsoring Agency Contact

APAC will send the sponsoring agency a “thank you” letter, along with an invoice, and a brief explanation of the required hours and functions of your involvement.   It is explained to the sponsoring agency that all interns are expected to be incorporated into the management functions of the agency and asked to work on substantial projects.  It is expected that you will be taken to meetings, professional organizations, and asked to actively participate.  As with any position, you will also perform support functions such as answering phones, stuffing envelopes, etc. 

 
An agency agreement and job description form will be filled out, together by the sponsor and intern, and returned to APAC.  Examples of these forms are included in this packet.  Be sure to work with your placement site on your job description.  This should clearly outline what projects you will be working on, and will be reviewed by both the APAC Administrator and your MPA Coordinator for its relevance.

 Fourth Step-The Internship Expectations

APAC interns work a 40-hour week and are paid a monthly stipend of $1,000 by APAC.  Sponsoring organizations are asked to fund that stipend.  The APAC Administrator works with the agency on their payment.


You are expected to follow all work rules of the organization where you will be working, as well as those of UALR, the campus by which you will be technically employed.  You will not receive paid vacation or sick leave and will follow regular work days as set up by your placement site.


Interns are required to submit a paper of their experiences.  Please check with your MPA Coordinator on specific requirements.


Interns are expected to fulfill the terms of their internships.  This means that if you agree to a four-month internship, you agree to serve the entire four months.  Once you have submitted your name as a candidate for the internship program, you have committed yourself to fulfill the internship, so be prepared to make a firm decision.


An internship is what you make it.  It is your responsibility to use the time of your internship to learn about the work environment in which you are placed and network to meet those who may assist you in your search for your first public management position.

Sample Documents

“Thank-You” Letter to Sponsor

Agency Agreement

Intern Job Description Form

Evaluation Memorandum to Intern

Intern Evaluation Form

Evaluation Memorandum to Agency

Agency Evaluation Form

Sample ‘Thank-You’ Letter to Sponsor
Dear:  

We are pleased that you will be sponsoring (NAME) as a public administration intern for the next (four) six months.  Pertinent information about the Arkansas Public Administration Consortium and our internship policies are listed below.
· APAC is a cooperative program of the University of Arkansas at Little Rock, Arkansas State University, and the University of Arkansas, Fayetteville. We sponsor a variety of management education and training programs, as well as place the Master of Public Administration students into internships.

· The goal of the internship program is a meaningful, hands-on experience in public management for each student.  Therefore, we want the intern to be involved in management functions of the organization and, if possible, to manage a project.  A job description, to be completed by you and the intern, is enclosed and should be returned to us as soon as possible.

· APAC interns work a 40-hour week and are paid a monthly stipend of $1000 by APAC.  Sponsoring organizations are asked to fund that cost, however, APAC takes care of paperwork and the employer portion of benefits.  An invoice for your portion is enclosed.

· Interns are expected to follow all work rules of your organization and to conduct themselves in a professional manner at all times.  Paperwork for (NAME) and their internship with your office is enclosed.  Please review, sign, and return the agreement to us at the above address.

If you have any questions, please feel free to call 569-3090.  Thank you for your support of this very worthwhile program.

Sincerely,

Michael A. Waters

Administrator

Enclosures

Sample Evaluation Memorandum to Intern
MEMORANDUM

TO:

(NAME OF INTERN)

FROM:
Michael A. Waters, APAC Administrator

RE:

Evaluation of Internship

DATE:



Enclosed is an evaluation form for you to complete in regard to your internship with (AGENCY’S NAME).  Please return the evaluation to the APAC office in the self addressed return envelope provided.

I hope that your internship proved to be a beneficial experience and that the skills you acquired will help you in future endeavors.  If there is any further assistance that you need, please feel free to contact us.

Enclosures

Sample Evaluation Memorandum to Agency
MEMORANDUM
TO:

AGENCY

FROM:
Michael A. Waters, APAC Administrator

RE:

Intern Evaluation Form

DATE:

Please find enclosed an evaluation form in regard to (NAME) internship with your office.  Please return the evaluation in the self addressed return envelope provided.

APAC appreciates your support of our internship program.  If you have any questions, please feel free to call me at 569-3090.

Enclosures

Sample Agency Evaluation Form

Arkansas Public Administration Consortium

Evaluation of Internship

By Agency

INTERN:








_____



AGENCY:






_____





SUPERVISOR:





_____




DATES OF INTERNSHIP:




______



1.  Did the intern achieve the objectives planned for the internship?

     Explain.

2.  Was the intern able to become an effective member of the work unit? 

     Explain.

3.  What are the intern’s strengths?  Weaknesses?

4.  In what areas did the intern demonstrate the most improvement?

     Least?

5.  What was the intern’s most notable achievement/contribution to your

     agency?

6.  In your opinion, is the intern ready for an entry-level management

     position in public administration?  Explain.

7.  What is your overall rating of the internship?

     Excellent
    Very Good     Average
     Below Expectations
    Poor

8.  General comments:

Please return to:

Michael A. Waters

APAC

UALR Ross Hall 600

2801 S. University

Little Rock, AR  72204
This evaluation was condensed to fit on one page.

Sample Intern Evaluation Form
Arkansas Public Administration Consortium

Evaluation of Internship

By Intern

INTERN:












AGENCY:












SUPERVISOR:










DATES OF INTERNSHIP:   








1.  Did you achieve the objectives planned for the internship?  Explain.

2.  Were you integrated into the office environment and made to feel like 

     part of the professional staff?  Explain.

3.  Was your supervisor helpful in your learning the agency “culture”?

     Explain.

4.  How would you improve your internship if you could do it over again?

5.  What is your overall rating of the internship?

Excellent
    Very Good     Average
     Below Expectations
    Poor

6.  General comments:

Please return to:

Michael A. Waters

APAC

UALR Ross Hall 600

2801 S. University

Little Rock, AR  72204

This evaluation was condensed to fit on one page.

Sample Agency Agreement

Arkansas Public Administration Consortium (APAC)

Graduate Public Administration Internship

Agency Agreement

AGENCY:





CONTACT:

ADDRESS:





PHONE:

The agency indicated above shall agree to:

1. Accept (NAME) as a Graduate Public Administration intern from (DATE) through (DATE).

2. Provide an educational work experience that furthers the intern’s managerial development.

3. Assign the intern duties and responsibilities, as enumerated on the Intern Job Description Form, intended to prepare the intern for public administrative positions.

4. Involve the intern in daily operating procedures (I.E. memo writing, meetings) as often as possible.

5. Be in contact with the APAC Coordinator approximately every two months to briefly discuss the intern’s activities and progress.

6. Complete a written evaluation of the intern at the end of the internship.

7. Abide by Equal Employment Opportunity hiring practices when interviewing and selecting intern candidates.

8. The Agency’s contribution to the intern stipend (as negotiated on an individual basis) will be paid to APAC.  APAC will disburse the stipend checks to the intern.

9. The Agency will be responsible for the safety of the intern to the extent that it is responsible for it’s employees.

Agency Coordinator

    Date   APAC Coordinator

   Date
MPA Coordinator


    Date

Sample Intern Job Description Form

Arkansas Public Administration Consortium (APAC)

Graduate Public Administration Internship

Intern Job Description

Agency:

Intern:

Intern Duties and Responsibilities
1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Agency Coordinator

    Date   APAC Coordinator

   Date
MPA Coordinator


    Date   Intern



   Date

APAC Programs

Here is an overview of APAC’s programs.  Perhaps when you have completed your internship, you will be eligible to participate in one or more of the following programs:

Certified Public Manager (CPM) Program

The CPM program currently involves two levels: the Arkansas Governmental Manager (level one), which is statewide certification, and the national certification Certified Public Manager (level two).  The purpose of the AGM/CPM programs is to provide management training to middle- and upper-level managers in public and nonprofit agencies.

Certified Volunteer Manager (CVM) Program

The CVM program teaches administrators and managers of volunteer programs how to effectively manage their volunteer staff by providing them with leadership and management training designed specifically for the needs of the volunteer professional.

Local Government Training

This series of one-day workshops is targeted to meet the training needs of local government officials.  The series is administered by APAC and cosponsored by Arkansas Municipal League, Arkansas Chapter of the American Planning Association, Association of Arkansas Counties, U of A Cooperative Extension Services Division of Agricultural Economics and Community Development, and UALR Institute of Government.

As an APAC intern, you may take classes in these programs free of charge.  Just ask for course listings when you begin your internship.
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