TRAINING/INTERNSHIP PLACEMENT PLAN
DRAFT
Please complete the following information electronically and return by e-mail.

SECTION 1: EXCHANGE VISITOR NAME

SECTION 2: HOST INFORMATION
Business/Organization Name:
Address:
State:

City:

Zip Code:

Employer ID Number(EIN):
Website URL:
Number of FT employees onsite where the internship/training program will take place:
Annual US Revenue
$0-3 million

$3-10 million

$10-25 million

>$25 million

Does your business/organization carry Worker's Compensation coverage?
Yes

No

If yes, name of Worker's Compensation Carrier:
Does your Worker's Compensation policy cover the intern/trainee?
Yes

No

If no

The applicant is provided with alternate equivalent coverage.
The applicant is not covered under Worker's Compensation or any equivalent policy and we
have confirmed that we are exempt from providing coverage under state law.

Dates of internship/training program:
Start Date:

Hours Per Week:

End Date:

Will the intern/trainee be paid?
Yes

No

If Yes Stipend Amount:

Stipend Basis:

Hourly
Hourly

Will the applicant receive any non-monetary compensation? (i.e. housing, transportation, free meals)
Yes

No

Non-monetary compensation total estimated value (for entire program):

If yes, description of non-monetary compensation:
Main Program Supervisor/POC at Host Company/Organization:
Last Name:

E-mail Address:

First Name:

Phone Number:

Title:

Fax (Optional):

Each Training/Internship Placement Plan should cover a definite period of time and should consist of definite phases of training or tasks
performed with a specific objective for each phase.
Intern Programs - Placement Plans must describe the role of the intern in the organization and, if applicable, identify various departments
or functional areas in which the intern will work; and identify the specific tasks and activities the intern will complete.
Trainee Programs - Placement Plans should be broken up into various phases or components covering no more than 4 months duration each.
Regardless of length all Trainee Placement Plans should contain at a minimum two phases or rotations.
Hospitality and Tourism Programs - For both Internship and Trainee Placement Plans in the fields of Hospitality or Tourism, all programs
of six months or longer must contain at a minimum 3 departmental or functional phases/rotations.

SECTION 3: TRAINING/INTERNSHIP PLAN
Phase 1 Description
Phase Name

Please enter a title for this part of the internship or training

Phase dates:
Start Date

End Date

Primary Phase Supervisor:
Last Name:

E-mail Address:

First Name:

Phone Number:

Fax (Optional):

Title:
1.1 Description of Trainee/Intern's role for this program or phase.
Brief 1-2 sentence description of what happens during this phase. Ex. In this phase the intern will learn to draft training plans.
1.2 Specific goals and objectives for this program or phase.

High level objectives to be achieved during this phase or rationale for training (i.e. specific projects to complete, specific tasks to master,
reasons for internship). Ex. By the end of the internship the intern will be fully familiar with form DS7002 and will be able to expertly
draft training plans.

1.3 Please list the names and titles of those who will provide continuous (for example, daily) supervision of the Trainee/Intern,
including the primary supervisor. What are these persons' qualifications to teach the planned learning?

At minimum it needs to contain the supervisor's name, title and a reason he/she is qualified to provide training. (The supervisor is
sufficiently qualified to provide training does not address the last question).
Ex. John Doe, general manager, will provide supervision during this phase. Mr. Doe has over 10 years experience running exchange
programs and has published guides on the topic of drafting forms DS7002.

1.4 What plans are in place for the Trainee/Intern to participate in cultural activities while in the United States?
This needs to contain at a minimum activities separate from the internship/training that the host will involve the participant in or inform
the participant about. Such activities may involve office outings, industry conferences or networking events or celebrations of American
holidays. Can repeat from previous phases.
Ex. The intern will be invited to attend a baseball game with the office and will take part in our annual Halloween extravaganza!

1.5 What specific knowledge, skills, or techniques will be learned?

Specific details about what the intern/trainee will learn during the program. This is equivalent to bullet points at the bottom of the CV.
Think specific computer applications, soft skills and business techniques. This is WHAT will be learned.
Ex. The intern will learn about SEVIS, will learn to use Adobe Acrobat and will learn more about J1 visa regulations. English writing skills
and proofreading skills will also be emphasized.
or -Knowledge of SEVIS
-Adobe Acrobat
- J1 visa regulations
-English writing skills

1.6 How specifically will these knowledge, skills, or techniques be taught? Include specific tasks and activities (Interns) and/ or
methodology of training and chronology/syllabus (Trainees).

This should describe HOW the above knowledge and skills will be learned and include specifics.
Interns - Be sure to provide specific tasks that will be completed as part of internship.
Trainees - Be sure to provide methods of instruction and timing of training (training arranged in dates of events or order of occurrence).
Ex. The intern will be given past training plans to review. The intern will review training plan templates and write new ones as required.
Once familiar with the process, the intern will assist with drafting training plans for individual participants for submission to SEVIS.

1.7 How will the Trainee/Intern's acquisition of new skills and competencies be measured?
This section should include additional information on how the intern/trainee will receive feedback on his/her progress and a chance to
discuss progress towards meeting phase goals and learning objectives. It is good practice to include specifics such as whether the feedback
will be written or verbal, how often the feedback be given and who will give the feedback.
Ex. The general manager will have monthly in person meetings with the intern to review training plans that he has created and offer
feedback in person. Any edits requested during the previous month will be reviewed during these meetings.
1.8 Additional phase remarks (Optional):

Completely optional. This is a handy area to record any variance in overall program terms such as stipend, hours per week training, maybe
notes about transfers from one SOA to another.

Leave this section blank if no further phases are included.
Phase 2 Description
Phase Name

Please enter a title for this part of the internship or training

Phase dates:
Start Date

End Date

Primary Phase Supervisor:
Last Name:

E-mail Address:

First Name:

Phone Number:

Fax (Optional):

Title:
2.1 Description of Trainee/Intern's role for this program or phase.
Brief 1-2 sentence description of what happens during this phase. Ex. In this phase the intern will learn to draft training plans.
2.2 Specific goals and objectives for this program or phase.

High level objectives to be achieved during this phase or rationale for training (i.e. specific projects to complete, specific tasks to master,
reasons for internship). Ex. By the end of the internship the intern will be fully familiar with form DS7002 and will be able to expertly
draft training plans.

2.3 Please list the names and titles of those who will provide continuous (for example, daily) supervision of the Trainee/Intern,
including the primary supervisor. What are these persons' qualifications to teach the planned learning?

At minimum it needs to contain the supervisor's name, title and a reason he/she is qualified to provide training. (The supervisor is
sufficiently qualified to provide training does not address the last question).
Ex. John Doe, general manager, will provide supervision during this phase. Mr. Doe has over 10 years experience running exchange
programs and has published guides on the topic of drafting forms DS7002.

2.4 What plans are in place for the Trainee/Intern to participate in cultural activities while in the United States?
This needs to contain at a minimum activities separate from the internship/training that the host will involve the participant in or inform
the participant about. Such activities may involve office outings, industry conferences or networking events or celebrations of American
holidays. Can repeat from previous phases.
Ex. The intern will be invited to attend a baseball game with the office and will take part in our annual Halloween extravaganza!

2.5 What specific knowledge, skills, or techniques will be learned?
Specific details about what the intern/trainee will learn during the program. This is equivalent to bullet points at the bottom of the CV.
Think specific computer applications, soft skills and business techniques. This is WHAT will be learned.
Ex. The intern will learn about SEVIS, will learn to use Adobe Acrobat and will learn more about J1 visa regulations. English writing skills
and proofreading skills will also be emphasized.
or -Knowledge of SEVIS
-Adobe Acrobat
- J1 visa regulations
-English writing skills

2.6 How specifically will these knowledge, skills, or techniques be taught? Include specific tasks and activities (Interns) and/ or
methodology of training and chronology/syllabus (Trainees).

This should describe HOW the above knowledge and skills will be learned and include specifics.
Interns - Be sure to provide specific tasks that will be completed as part of internship.
Trainees - Be sure to provide methods of instruction and timing of training (training arranged in dates of events or order of occurrence).
Ex. The intern will be given past training plans to review. The intern will review training plan templates and write new ones as required.
Once familiar with the process, the intern will assist with drafting training plans for individual participants for submission to SEVIS.

2.7 How will the Trainee/Intern's acquisition of new skills and competencies be measured?
This section should include additional information on how the intern/trainee will receive feedback on his/her progress and a chance to
discuss progress towards meeting phase goals and learning objectives. It is good practice to include specifics such as whether the feedback
will be written or verbal, how often the feedback be given and who will give the feedback.
Ex. The general manager will have monthly in person meetings with the intern to review training plans that he has created and offer
feedback in person. Any edits requested during the previous month will be reviewed during these meetings.
2.8 Additional phase remarks (Optional):

Completely optional. This is a handy area to record any variance in overall program terms such as stipend, hours per week training, maybe
notes about transfers from one SOA to another.

Leave this section blank if no further phases are included.
Phase 3 Description
Phase Name

Please enter a title for this part of the internship or training

Phase dates:
Start Date

End Date

Primary Phase Supervisor:
Last Name:

E-mail Address:

First Name:

Phone Number:

Fax (Optional):

Title:
3.1 Description of Trainee/Intern's role for this program or phase.
Brief 1-2 sentence description of what happens during this phase. Ex. In this phase the intern will learn to draft training plans.
3.2 Specific goals and objectives for this program or phase.

High level objectives to be achieved during this phase or rationale for training (i.e. specific projects to complete, specific tasks to master,
reasons for internship). Ex. By the end of the internship the intern will be fully familiar with form DS7002 and will be able to expertly
draft training plans.

3.3 Please list the names and titles of those who will provide continuous (for example, daily) supervision of the Trainee/Intern,
including the primary supervisor. What are these persons' qualifications to teach the planned learning?

At minimum it needs to contain the supervisor's name, title and a reason he/she is qualified to provide training. (The supervisor is
sufficiently qualified to provide training does not address the last question).
Ex. John Doe, general manager, will provide supervision during this phase. Mr. Doe has over 10 years experience running exchange
programs and has published guides on the topic of drafting forms DS7002.

3.4 What plans are in place for the Trainee/Intern to participate in cultural activities while in the United States?
This needs to contain at a minimum activities separate from the internship/training that the host will involve the participant in or inform
the participant about. Such activities may involve office outings, industry conferences or networking events or celebrations of American
holidays. Can repeat from previous phases.
Ex. The intern will be invited to attend a baseball game with the office and will take part in our annual Halloween extravaganza!

3.5 What specific knowledge, skills, or techniques will be learned?
Specific details about what the intern/trainee will learn during the program. This is equivalent to bullet points at the bottom of the CV.
Think specific computer applications, soft skills and business techniques. This is WHAT will be learned.
Ex. The intern will learn about SEVIS, will learn to use Adobe Acrobat and will learn more about J1 visa regulations. English writing skills
and proofreading skills will also be emphasized.
or -Knowledge of SEVIS
-Adobe Acrobat
- J1 visa regulations
-English writing skills

3.6 How specifically will these knowledge, skills, or techniques be taught? Include specific tasks and activities (Interns) and/ or
methodology of training and chronology/syllabus (Trainees).

This should describe HOW the above knowledge and skills will be learned and include specifics.
Interns - Be sure to provide specific tasks that will be completed as part of internship.
Trainees - Be sure to provide methods of instruction and timing of training (training arranged in dates of events or order of occurrence).
Ex. The intern will be given past training plans to review. The intern will review training plan templates and write new ones as required.
Once familiar with the process, the intern will assist with drafting training plans for individual participants for submission to SEVIS.

3.7 How will the Trainee/Intern's acquisition of new skills and competencies be measured?
This section should include additional information on how the intern/trainee will receive feedback on his/her progress and a chance to
discuss progress towards meeting phase goals and learning objectives. It is good practice to include specifics such as whether the feedback
will be written or verbal, how often the feedback be given and who will give the feedback.
Ex. The general manager will have monthly in person meetings with the intern to review training plans that he has created and offer
feedback in person. Any edits requested during the previous month will be reviewed during these meetings.
3.8 Additional phase remarks (Optional):

Completely optional. This is a handy area to record any variance in overall program terms such as stipend, hours per week training, maybe
notes about transfers from one SOA to another.

Leave this section blank if no further phases are included.
Phase 4 Description
Phase Name

Please enter a title for this part of the internship or training

Phase dates:
Start Date

End Date

Primary Phase Supervisor:
Last Name:

E-mail Address:

First Name:

Phone Number:

Fax (Optional):

Title:

4.1 Description of Trainee/Intern's role for this program or phase.
Brief 1-2 sentence description of what happens during this phase. Ex. In this phase the intern will learn to draft training plans.
4.2 Specific goals and objectives for this program or phase.

High level objectives to be achieved during this phase or rationale for training (i.e. specific projects to complete, specific tasks to master,
reasons for internship). Ex. By the end of the internship the intern will be fully familiar with form DS7002 and will be able to expertly
draft training plans.

4.3 Please list the names and titles of those who will provide continuous (for example, daily) supervision of the Trainee/Intern,
including the primary supervisor. What are these persons' qualifications to teach the planned learning?

At minimum it needs to contain the supervisor's name, title and a reason he/she is qualified to provide training. (The supervisor is
sufficiently qualified to provide training does not address the last question).
Ex. John Doe, general manager, will provide supervision during this phase. Mr. Doe has over 10 years experience running exchange
programs and has published guides on the topic of drafting forms DS7002.

4.4 What plans are in place for the Trainee/Intern to participate in cultural activities while in the United States?
This needs to contain at a minimum activities separate from the internship/training that the host will involve the participant in or inform
the participant about. Such activities may involve office outings, industry conferences or networking events or celebrations of American
holidays. Can repeat from previous phases.
Ex. The intern will be invited to attend a baseball game with the office and will take part in our annual Halloween extravaganza!

4.5 What specific knowledge, skills, or techniques will be learned?
Specific details about what the intern/trainee will learn during the program. This is equivalent to bullet points at the bottom of the CV.
Think specific computer applications, soft skills and business techniques. This is WHAT will be learned.
Ex. The intern will learn about SEVIS, will learn to use Adobe Acrobat and will learn more about J1 visa regulations. English writing skills
and proofreading skills will also be emphasized.
or -Knowledge of SEVIS
-Adobe Acrobat
- J1 visa regulations
-English writing skills

4.6 How specifically will these knowledge, skills, or techniques be taught? Include specific tasks and activities (Interns) and/ or
methodology of training and chronology/syllabus (Trainees).

This should describe HOW the above knowledge and skills will be learned and include specifics.
Interns - Be sure to provide specific tasks that will be completed as part of internship.
Trainees - Be sure to provide methods of instruction and timing of training (training arranged in dates of events or order of occurrence).
Ex. The intern will be given past training plans to review. The intern will review training plan templates and write new ones as required.
Once familiar with the process, the intern will assist with drafting training plans for individual participants for submission to SEVIS.

4.7 How will the Trainee/Intern's acquisition of new skills and competencies be measured?
This section should include additional information on how the intern/trainee will receive feedback on his/her progress and a chance to
discuss progress towards meeting phase goals and learning objectives. It is good practice to include specifics such as whether the feedback
will be written or verbal, how often the feedback be given and who will give the feedback.
Ex. The general manager will have monthly in person meetings with the intern to review training plans that he has created and offer
feedback in person. Any edits requested during the previous month will be reviewed during these meetings.
4.8 Additional phase remarks (Optional):

Completely optional. This is a handy area to record any variance in overall program terms such as stipend, hours per week training, maybe
notes about transfers from one SOA to another.

Leave this section blank if no further phases are included.
Phase 5 Description
Phase Name

Please enter a title for this part of the internship or training

Phase dates:
Start Date

End Date

Primary Phase Supervisor:
Last Name:

E-mail Address:

First Name:

Phone Number:

Fax (Optional):

Title:
5.1 Description of Trainee/Intern's role for this program or phase.
Brief 1-2 sentence description of what happens during this phase. Ex. In this phase the intern will learn to draft training plans.
5.2 Specific goals and objectives for this program or phase.

High level objectives to be achieved during this phase or rationale for training (i.e. specific projects to complete, specific tasks to master,
reasons for internship). Ex. By the end of the internship the intern will be fully familiar with form DS7002 and will be able to expertly
draft training plans.

5.3 Please list the names and titles of those who will provide continuous (for example, daily) supervision of the Trainee/Intern,
including the primary supervisor. What are these persons' qualifications to teach the planned learning?

At minimum it needs to contain the supervisor's name, title and a reason he/she is qualified to provide training. (The supervisor is
sufficiently qualified to provide training does not address the last question).
Ex. John Doe, general manager, will provide supervision during this phase. Mr. Doe has over 10 years experience running exchange
programs and has published guides on the topic of drafting forms DS7002.

5.4 What plans are in place for the Trainee/Intern to participate in cultural activities while in the United States?
This needs to contain at a minimum activities separate from the internship/training that the host will involve the participant in or inform
the participant about. Such activities may involve office outings, industry conferences or networking events or celebrations of American
holidays. Can repeat from previous phases.
Ex. The intern will be invited to attend a baseball game with the office and will take part in our annual Halloween extravaganza!

5.5 What specific knowledge, skills, or techniques will be learned?
Specific details about what the intern/trainee will learn during the program. This is equivalent to bullet points at the bottom of the CV.
Think specific computer applications, soft skills and business techniques. This is WHAT will be learned.
Ex. The intern will learn about SEVIS, will learn to use Adobe Acrobat and will learn more about J1 visa regulations. English writing skills
and proofreading skills will also be emphasized.
or -Knowledge of SEVIS
-Adobe Acrobat
- J1 visa regulations
-English writing skills

5.6 How specifically will these knowledge, skills, or techniques be taught? Include specific tasks and activities (Interns) and/ or
methodology of training and chronology/syllabus (Trainees).

This should describe HOW the above knowledge and skills will be learned and include specifics.
Interns - Be sure to provide specific tasks that will be completed as part of internship.
Trainees - Be sure to provide methods of instruction and timing of training (training arranged in dates of events or order of occurrence).
Ex. The intern will be given past training plans to review. The intern will review training plan templates and write new ones as required.
Once familiar with the process, the intern will assist with drafting training plans for individual participants for submission to SEVIS.

5.7 How will the Trainee/Intern's acquisition of new skills and competencies be measured?
This section should include additional information on how the intern/trainee will receive feedback on his/her progress and a chance to
discuss progress towards meeting phase goals and learning objectives. It is good practice to include specifics such as whether the feedback
will be written or verbal, how often the feedback be given and who will give the feedback.
Ex. The general manager will have monthly in person meetings with the intern to review training plans that he has created and offer
feedback in person. Any edits requested during the previous month will be reviewed during these meetings.
5.8 Additional phase remarks (Optional):

Completely optional. This is a handy area to record any variance in overall program terms such as stipend, hours per week training, maybe
notes about transfers from one SOA to another.

