URBAN Internship Procedures

For trainees beginning to plan their URBAN Internship with a partner organization, please address the questions below with your host and email your responses to Program Manager Emily Walton (urban@bu.edu).

1. [bookmark: Text1]Project Title (high-level description of project or project theme):      
2. [bookmark: Text2]Partner Organization:      
3. [bookmark: Text3]Host Name and Email:      
4. Project Overview: Provide a one paragraph overview of the urban environmental problem you will be tackling with your partner organization and what you will be doing to address it.
[bookmark: Text4]     
5. Scope of Work & Deliverable(s): Provide an itemized (or estimated) list of activities you will do to complete your project, including specific final deliverables/products (e.g., reports, briefs, write-ups, presentations, etc.)
[bookmark: Text5]     
6. URBAN-alignment and urban-relevance: In 2-3 sentences, describe how the project touches biogeoscience and environmental health in an urban system.
[bookmark: Text6]     
7. Project Scope: Please provide the total number of hours planned, the overall timeframe and cadence, and the planned start and end date.  Example: I plan to work 120 hours, 8 hrs/week for 12 weeks, starting on June 1 and ending on August 17.
[bookmark: Text7]     
8. Interaction with Partner Organization: Describe your working relationship with your partner organization. Will you be working remotely? Are they providing you a desk? Will you have regular meetings?
[bookmark: Text8]     
9. Funding Plan: Please share how you would otherwise be funded during the duration of your internship (e.g., non-service fellowship such as a training grant, research grant, teaching fellowship, etc.).
[bookmark: Text9]     
10. Advisor Approval: Please state whether your faculty advisor has approved your internship plan.
[bookmark: Text10]     

The Program Manager will create an Agreement Letter based on your responses and seek your approval, as well as that of your advisor, before sending it to your host for a formal sign-off.  Thank you!  Please email urban@bu.edu with any questions.
