CHECKLIST FOR INTERNS
	Intern Name:


	Starting Date:

	Unit:


	Ending Date:


	STARTING

	REQUESTING UNIT
	· Term of Reference

· Briefing on Specific Assignments

	INTERN
	· A completed UNDP internship application form

· A copy of most recent resume or curriculum vitae

· A letter from university confirming current enrollment and graduation date

· A copy of school transcript

· A letter of endorsement from a senior faculty member

· A medical certificate of good health

· A proof of medical insurance (for international intern)
· A proof of life/accidental death insurance (for international intern)
· A copy of passport (for international intern)
· A copy of identity Card (for national intern)

	HR UNIT

	· Letter of Offer

· UNDP Internship Agreement
· Access Card Form

· Email Request Form

· General Briefing

	SEPARATING

	REQUESTING UNIT
	· Internship Evaluation Form
· Provide copies of significant work

	INTERN
	· Return Access Card

· Report for Exit Interview

	HR UNIT
	· Exit Interview

· Recommendation/Certification Letter
· Inform IT to remove Email Address


