
Experience in Field (number of years)

Program Category

Trainee/Intern -  I certify that:

  

Annual Revenue

TRAINING/INTERNSHIP PLACEMENT PLAN

Trainee/Intern Name (Surname/Primary, Given Name(s) (must match passport name)
SECTION 1: ADDITIONAL EXCHANGE VISITOR INFORMATION

E-mail Address

U.S. Department of State

Occupational Category Current Field of Study/Profession

Type of Degree or Certificate Date Awarded (mm-dd-yyyy) or Expected Training/Internship Dates (mm-dd-yyyy)

From To

SECTION 2: HOST ORGANIZATION INFORMATION
Organization Name Phase Site Address Suite

City State ZIP Code Website URL

Employer ID Number (EIN) Exchange Visitor 
Hours Per Week

Compensation
Yes No If yes, how much? per

*OMB APPROVAL NO.  1405-0170
EXPIRATION DATE: 01-31-2021
ESTIMATED BURDEN:  2 hours

Workers' Compensation Policy

Yes No If yes, Name of Carrier

Does your Workers' Compensation policy cover 
exchange Visitors? Yes No, exempt

Number of FT Employees Onsite at 
Location

$0 to $3 Million $3 Million to $10 Million $10 Million to $25 Million $25 Million or More
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Printed Name of Trainee/Intern Date (mm-dd-yyyy)

Signature of Trainee/Intern

SECTION 3: CERTIFICATIONS

Program Sponsor

Non-Monetary 
Compensation

No, but equivalent coverage

1. I have reviewed, understand, and will follow this Training/Internship Placement Plan (T/IPP);

2.  
I am entering into this Exchange Visitor Program in order to participate as a Trainee or Intern as delineated in this T/IPP and not simply to 
engage in labor or work within the United States.  

I understand that the intent of the Exchange Visitor Program is to allow me to enhance my skills and gain exposure to U.S. culture and business 
in a way that will be useful to me when I return home upon completion of my program.3.  

4.  I understand that my internship/training will take place only at the organization listed on this T/IPP and that working at another organization while 
on the Exchange Visitor Program is prohibited.
I will contact the Sponsor at the earliest available opportunity regarding any concerns, changes in, or deviations from this T/IPP.5.

6. I will respond in a timely way to all inquiries and monitoring activities of my sponsor. 

7. I will follow all of my sponsor's guidelines required for my participation in my program.

8. I will contact the U.S. Department of State's Bureau of Educational and Cultural Affairs (ECA) at the earliest possible opportunity if I believe that 
my sponsor or supervisor (as set forth on page 3, section 4), is not providing me with a legitimate internship or training, as delineated on my 
T/IPP; and 

9. I declare and affirm under penalty of perjury that the statements and information made herein are true and correct to the best of my knowledge, 
information and belief.  The law provides severe penalties for knowingly and willfully falsifying or concealing a material fact, or using any false 
document in the submission of this form.  

Stipend

Yes No If yes, value? per



Sponsor- 
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Name of Sponsor Organization

Date (mm-dd-yyyy)Printed Name of Responsible Officer or Alternate Responsible Officer

Program Number

Signature of Responsible Officer or Alternate Responsible Officer

1. I have reviewed, understand, and will ensure that the Supervisor (as set forth on page 3, section 4) follows this Training/Internship Placement 
Plan (T/IPP) regarding the Trainee or Intern listed above;  

2. I will notify the designated U.S. Department of State's Bureau of  Educational and Cultural Affairs (ECA) at the earliest available opportunity  
regarding any concerns about, changes in, or deviations from this Training/Internship Placement Plan (T/IPP), including, but not limited to, 
changes of Supervisor or host organization; 

3. I will adhere to all applicable regulatory provisions that govern this program (see 22 CFR Part 62), including, but are not limited to, the following: 

I will ensure that the Trainee or Intern named in this T/IPP receives continuous on-site supervision and mentoring by experienced and 
knowledgeable staff;

a.

b. I have confirmed with the Supervisor or host organization representative that sufficient resources, plant, equipment, and trained personnel will 
be available to provide the specified training or internship program set forth in this T/IPP;

c. I will ensure that the Trainee or Intern named in this T/IPP obtains skills, knowledge, and competencies through structured and guided 
activities such as classroom training, seminars, rotation through several departments, on-the-job training, attendance at conferences, and 
similar learning activities, as appropriate in specific circumstances;

d. I will ensure that the Trainee or Intern named in this T/IPP does not displace full-or part-time temporary or permanent American workers or 
serve to fill a labor needed and ensure that the position that the Trainee or Intern fills exists primarily to assist the Trainee or Intern in achieving
the objectives of his or her participation in this training or internship program;

e. I certify that this training or internship meets all of the requirements of the Fair Labor Standards Act, as amended (29 U.S.C. 201 et seq.).  I 
also certify that training or internships in the field of agriculture meet all requirements of the Migrant and Seasonal Worker Protection Act, as 
amended (29 U.S.C. 1801 et seq.)

f. I will notify the Department of State if I receive information regarding a serious problem or controversy involving the Trainee or Intern named in 
this T/IPP that could be expected to bring the Department of State, the Exchange Visitor Program, or the Sponsor's exchange visitor program 
into notoriety or disrepute; and
I declare and affirm under penalty of perjury that the statements and information made herein are true and correct to the best of my knowledge,
information and belief.  The law provides severe penalties for knowingly and willfully falsifying or concealing a material fact, or using any false 
document in the submission of this form.  

g.



Supervisor Contact Information

Supervisor Title

Training/Internship Field

Phase Name Start Date (mm-dd-yyyy) of Phase End Date (mm-dd-yyyy) of Phase Phase

Primary Phase Supervisor

E-mail Phone Number

Description of Trainee/Intern's role for this program or phase

Specific goals and objectives for this program or phase

PHASE INFORMATION
Phase Site Name Phase Site Address

of

SECTION 4: TRAINING/INTERNSHIP PLACEMENT PLAN

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.  The plan must also contain information on how the trainees/interns will accomplish those objectives (e.g. classes, 
individual instruction, shadowing). Each phase must build upon the previous phase to show a progression in the training/internship. A separate copy of 
pages 3 and 4 must be completed for each phase if applicable (e.g.; if the trainee/intern is rotating through different departments).
Surname/Primary, Given Name(s) (must match passport name)

Page 3 of 5DS-7002
02-2018

Program Sponsor Program Number

The Exchange Visitor is:

Main Program Supervisor/POC at Host Organization  

Title Email

Phone Fax

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?
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How will the Trainee/Intern's acquisition of new skills and competencies be measured?

Additional Phase Remarks (optional)

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

What plans are in place for the Trainee/Intern to participate in cultural activities while in the United States?  

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).



Phase Supervisor -  I certify that:

1.  I have reviewed, understand, and will follow this Training/Internship Placement Plan (T/IPP);  
2.  I will contact the Sponsor at the earliest possible opportunity if I believe that the Trainee or Intern is not receiving the type of training delineated on   
  this T/IPP;  
3.  I will actively support the Sponsor by adhering to all applicable regulatory provisions that govern this program (see 22 CFR Part 62);     
4.  The Trainee or Intern named in this T/IPP will not displace full-or part-time, seasonal or permanent American workers, or serve to fill a labor need; 
5.  I will conduct the required periodic evaluations of the Trainee or Intern named in this T/IPP; 
6.  I will notify the designated Sponsor contact at the earliest available opportunity regarding any concerns about, changes in, or deviations from this     
T/IPP.     
7.  I will notify the Sponsor in the event of an emergency involving the Trainee or Intern named in this T/IPP, as well as any information that I receive    
 about the Trainee or Intern that might have an effect on that exchange visitor's health, safety, or welfare;
8.  I will notify the Sponsor if I receive information regarding a serious problem or controversy involving the Trainee or Intern named in this T/IPP that    
 could be expected to bring the Department of State, the Exchange Visitor Program, or the Sponsor's exchange visitor program into notoriety or      
disrepute;   
9.  I am participating in this Exchange Visitor Program in order to provide the Trainee or Intern named in this T/IPP with training or an internship as      
delineated in this T/IPP;

AUTHORITIES:  The information is sought pursuant to Section 102 of the Mutual Educational and Cultural Exchange Act of 1961, as amended (the 
Fulbright-Hays Act)(22 U.S.C. 2452) which provides for the administration of the Exchange Visitor Program (J visa). 

PURPOSE:  The information solicited on this form will be used to provide clarity of training and intern programs offered by entities designated by the 
U.S. Department of State to conduct exchange visitor programs; for general statistical use; and to administer the Trainee and Intern categories of the 
Exchange Visitor Program. 

ROUTINE USES:  The information on this form may be shared with entities administering the program on behalf of the Department; federal, state, 
local, or foreign government entities for law enforcement purposes; to members of Congress in response to a request on your behalf .  More 
information on the Routine Uses for the system can be found in the System of Records Notice State-08, Educational and Cultural Exchange Program 
Records. 

DISCLOSURE:  Participation in this program is voluntary; however, failure to provide the information may delay or prevent participation in the 
Exchange Visitor Program.

PRIVACY ACT STATEMENT

PAPER WORK REDUCTION ACT

Public reporting burden for this collection of information is estimated to average 2 hours per response, including time required for searching existing 
data sources, gathering the necessary documentation, providing the information and/or documents required, and reviewing the final collection.  You do 
not have to supply this information unless this collection displays a currently valid OMB control number.  If you have comments on the accuracy of this 
burden estimate and/or recommendations for reducing it, please send them to:  ECA/EC, SA-4, U.S. Department of State, Washington, DC 20522.
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Printed Name of Supervisor Date (mm-dd-yyyy)

Signature of Supervisor

10.  I certify that this training or internship meets all the requirements of the Fair Labor Standards Act, as amended (29 U.S.C. 201 et seq.) I also 
certify        that training or internships in the field of agriculture meet all requirements of the Migrant and Seasonal Worker Protection Act, as amended
       (29 U.S.C. 1801 et seq.).
11.  I declare and affirm under penalty of perjury that the statements and information made herein are true and correct to the best of my knowledge,   
    information and belief.  The law provides severe penalties for knowingly and willfully falsifying or concealing a material fact, or using any false       
document in the submission of this form.    



Supervisor Contact Information

Supervisor Title

Training/Internship Field

Phase Name Start Date (mm-dd-yyyy) of Phase End Date (mm-dd-yyyy) of Phase Phase

Primary Phase Supervisor

E-mail Phone Number

Description of Trainee/Intern's role for this program or phase

Specific goals and objectives for this program or phase

PHASE INFORMATION
Phase Site Name Phase Site Address

of

SECTION 4: TRAINING/INTERNSHIP PLACEMENT PLAN

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.  The plan must also contain information on how the trainees/interns will accomplish those objectives (e.g. classes, 
individual instruction, shadowing). Each phase must build upon the previous phase to show a progression in the training/internship. A separate copy of 
pages 3 and 4 must be completed for each phase if applicable (e.g.; if the trainee/intern is rotating through different departments).
Surname/Primary, Given Name(s) (must match passport name)
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Program Sponsor Program Number

The Exchange Visitor is:

Main Program Supervisor/POC at Host Organization  

Title Email

Phone Fax

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?



DS-7002
02-2018

Page 4 of 5

DS-7002 Page 4 of 4

How will the Trainee/Intern's acquisition of new skills and competencies be measured?

Additional Phase Remarks (optional)

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

What plans are in place for the Trainee/Intern to participate in cultural activities while in the United States?  

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).



Phase Supervisor -  I certify that:

1.  I have reviewed, understand, and will follow this Training/Internship Placement Plan (T/IPP);  
2.  I will contact the Sponsor at the earliest possible opportunity if I believe that the Trainee or Intern is not receiving the type of training delineated on   
  this T/IPP;  
3.  I will actively support the Sponsor by adhering to all applicable regulatory provisions that govern this program (see 22 CFR Part 62);     
4.  The Trainee or Intern named in this T/IPP will not displace full-or part-time, seasonal or permanent American workers, or serve to fill a labor need; 
5.  I will conduct the required periodic evaluations of the Trainee or Intern named in this T/IPP; 
6.  I will notify the designated Sponsor contact at the earliest available opportunity regarding any concerns about, changes in, or deviations from this     
T/IPP.     
7.  I will notify the Sponsor in the event of an emergency involving the Trainee or Intern named in this T/IPP, as well as any information that I receive    
 about the Trainee or Intern that might have an effect on that exchange visitor's health, safety, or welfare;
8.  I will notify the Sponsor if I receive information regarding a serious problem or controversy involving the Trainee or Intern named in this T/IPP that    
 could be expected to bring the Department of State, the Exchange Visitor Program, or the Sponsor's exchange visitor program into notoriety or      
disrepute;   
9.  I am participating in this Exchange Visitor Program in order to provide the Trainee or Intern named in this T/IPP with training or an internship as      
delineated in this T/IPP;

AUTHORITIES:  The information is sought pursuant to Section 102 of the Mutual Educational and Cultural Exchange Act of 1961, as amended (the 
Fulbright-Hays Act)(22 U.S.C. 2452) which provides for the administration of the Exchange Visitor Program (J visa). 

PURPOSE:  The information solicited on this form will be used to provide clarity of training and intern programs offered by entities designated by the 
U.S. Department of State to conduct exchange visitor programs; for general statistical use; and to administer the Trainee and Intern categories of the 
Exchange Visitor Program. 

ROUTINE USES:  The information on this form may be shared with entities administering the program on behalf of the Department; federal, state, 
local, or foreign government entities for law enforcement purposes; to members of Congress in response to a request on your behalf .  More 
information on the Routine Uses for the system can be found in the System of Records Notice State-08, Educational and Cultural Exchange Program 
Records. 

DISCLOSURE:  Participation in this program is voluntary; however, failure to provide the information may delay or prevent participation in the 
Exchange Visitor Program.

PRIVACY ACT STATEMENT

PAPER WORK REDUCTION ACT

Public reporting burden for this collection of information is estimated to average 2 hours per response, including time required for searching existing 
data sources, gathering the necessary documentation, providing the information and/or documents required, and reviewing the final collection.  You do 
not have to supply this information unless this collection displays a currently valid OMB control number.  If you have comments on the accuracy of this 
burden estimate and/or recommendations for reducing it, please send them to:  ECA/EC, SA-4, U.S. Department of State, Washington, DC 20522.
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Printed Name of Supervisor Date (mm-dd-yyyy)

Signature of Supervisor

10.  I certify that this training or internship meets all the requirements of the Fair Labor Standards Act, as amended (29 U.S.C. 201 et seq.) I also 
certify        that training or internships in the field of agriculture meet all requirements of the Migrant and Seasonal Worker Protection Act, as amended
       (29 U.S.C. 1801 et seq.).
11.  I declare and affirm under penalty of perjury that the statements and information made herein are true and correct to the best of my knowledge,   
    information and belief.  The law provides severe penalties for knowingly and willfully falsifying or concealing a material fact, or using any false       
document in the submission of this form.    



Supervisor Contact Information

Supervisor Title

Training/Internship Field

Phase Name Start Date (mm-dd-yyyy) of Phase End Date (mm-dd-yyyy) of Phase Phase

Primary Phase Supervisor

E-mail Phone Number

Description of Trainee/Intern's role for this program or phase

Specific goals and objectives for this program or phase

PHASE INFORMATION
Phase Site Name Phase Site Address

of

SECTION 4: TRAINING/INTERNSHIP PLACEMENT PLAN

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.  The plan must also contain information on how the trainees/interns will accomplish those objectives (e.g. classes, 
individual instruction, shadowing). Each phase must build upon the previous phase to show a progression in the training/internship. A separate copy of 
pages 3 and 4 must be completed for each phase if applicable (e.g.; if the trainee/intern is rotating through different departments).
Surname/Primary, Given Name(s) (must match passport name)
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Program Sponsor Program Number

The Exchange Visitor is:

Main Program Supervisor/POC at Host Organization  

Title Email

Phone Fax

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?
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How will the Trainee/Intern's acquisition of new skills and competencies be measured?

Additional Phase Remarks (optional)

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

What plans are in place for the Trainee/Intern to participate in cultural activities while in the United States?  

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).



Phase Supervisor -  I certify that:

1.  I have reviewed, understand, and will follow this Training/Internship Placement Plan (T/IPP);  
2.  I will contact the Sponsor at the earliest possible opportunity if I believe that the Trainee or Intern is not receiving the type of training delineated on   
  this T/IPP;  
3.  I will actively support the Sponsor by adhering to all applicable regulatory provisions that govern this program (see 22 CFR Part 62);     
4.  The Trainee or Intern named in this T/IPP will not displace full-or part-time, seasonal or permanent American workers, or serve to fill a labor need; 
5.  I will conduct the required periodic evaluations of the Trainee or Intern named in this T/IPP; 
6.  I will notify the designated Sponsor contact at the earliest available opportunity regarding any concerns about, changes in, or deviations from this     
T/IPP.     
7.  I will notify the Sponsor in the event of an emergency involving the Trainee or Intern named in this T/IPP, as well as any information that I receive    
 about the Trainee or Intern that might have an effect on that exchange visitor's health, safety, or welfare;
8.  I will notify the Sponsor if I receive information regarding a serious problem or controversy involving the Trainee or Intern named in this T/IPP that    
 could be expected to bring the Department of State, the Exchange Visitor Program, or the Sponsor's exchange visitor program into notoriety or      
disrepute;   
9.  I am participating in this Exchange Visitor Program in order to provide the Trainee or Intern named in this T/IPP with training or an internship as      
delineated in this T/IPP;

AUTHORITIES:  The information is sought pursuant to Section 102 of the Mutual Educational and Cultural Exchange Act of 1961, as amended (the 
Fulbright-Hays Act)(22 U.S.C. 2452) which provides for the administration of the Exchange Visitor Program (J visa). 

PURPOSE:  The information solicited on this form will be used to provide clarity of training and intern programs offered by entities designated by the 
U.S. Department of State to conduct exchange visitor programs; for general statistical use; and to administer the Trainee and Intern categories of the 
Exchange Visitor Program. 

ROUTINE USES:  The information on this form may be shared with entities administering the program on behalf of the Department; federal, state, 
local, or foreign government entities for law enforcement purposes; to members of Congress in response to a request on your behalf .  More 
information on the Routine Uses for the system can be found in the System of Records Notice State-08, Educational and Cultural Exchange Program 
Records. 

DISCLOSURE:  Participation in this program is voluntary; however, failure to provide the information may delay or prevent participation in the 
Exchange Visitor Program.

PRIVACY ACT STATEMENT

PAPER WORK REDUCTION ACT

Public reporting burden for this collection of information is estimated to average 2 hours per response, including time required for searching existing 
data sources, gathering the necessary documentation, providing the information and/or documents required, and reviewing the final collection.  You do 
not have to supply this information unless this collection displays a currently valid OMB control number.  If you have comments on the accuracy of this 
burden estimate and/or recommendations for reducing it, please send them to:  ECA/EC, SA-4, U.S. Department of State, Washington, DC 20522.
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Printed Name of Supervisor Date (mm-dd-yyyy)

Signature of Supervisor

10.  I certify that this training or internship meets all the requirements of the Fair Labor Standards Act, as amended (29 U.S.C. 201 et seq.) I also 
certify        that training or internships in the field of agriculture meet all requirements of the Migrant and Seasonal Worker Protection Act, as amended
       (29 U.S.C. 1801 et seq.).
11.  I declare and affirm under penalty of perjury that the statements and information made herein are true and correct to the best of my knowledge,   
    information and belief.  The law provides severe penalties for knowingly and willfully falsifying or concealing a material fact, or using any false       
document in the submission of this form.    


	Untitled

	em: trainingplan@example.com
	spon1: 123 Visa LLC
	prgcat: [Trainee]
	occcat: Business
	List1: International Business
	Exp: 6
	List2: Master's
	dt: 03-01-2019
	Date2: 05/01/2023
	Date3: 01/31/2024
	Edit15: CIEE: Council on International Educational Exchange
	Edit16: 600 Southborough Drive
	Edit17: 104
	Edit18: South Portland
	Edit19: ME
	Edit20: 04106
	Edit22: https://www.ciee.org/
	Edit25: 123456789
	Edit26: 40
	Checkbox2: Yes
	Checkbox3: Off
	Edit28: 2500
	Edit30: month
	Checkbox13: Off
	Checkbox8: Yes
	Edit2: 
	Edit4: 
	Checkbox1: Yes
	Checkbox4: Off
	Edit23: 123456WC
	Checkbox5: Yes
	Checkbox6: Off
	Checkbox7: Off
	Edit24: 45
	Checkbox9: Off
	Checkbox10: Off
	Checkbox11: Off
	Checkbox12: Yes
	5signature: John Doe
	5date: 03-01-2023
	ro: 
	Date4: 
	sponsorg: 
	pnum: 
	Sur2: John
	Giv2: Doe
	List4: [Trainee]
	spon2: 123 Visa LLC
	num2: 1234556678
	Edit12: Jane Eyre
	ti: Senior Manager
	phn: 111-222-3334
	fx: 
	email: jeyre@fake-email.com
	Site : CIEE Maine Office
	intern: Business Operations
	address: 600 Southborough Drive 
	Edit48: Introduction to CIEE
	Edit49: 05/01/2023
	Edit53: 08/01/2023
	Edit50: 1
	Edit52: 4
	Super: James Bond
	titl: Coordinator
	Eml: jbond@fake-email.com
	Edit13: 111-222-3333
	Edit59: During this phase, John will be learning about the differences and similarities in each of the J-1 visa categories processed by CIEE, specifically intern, trainee, and research scholar. 

They will also learn about the visa process from submission of application to when the J1 visa participant has entered the US to begin their training.
	Edit35: The overall goal is for John to understand the visa process from start to finish: how printing of the DS-2019 forms work, how SEVIS government database for Exchange Visitors works, and CIEE's role as a sponsor. 

At the end of the phase, John should have a solid foundation on each of the J1 visa categories, how the visa process works in its entirety, and be able to identify a good training plan like based on field of study and where the participant is at in their educational/professional journey. 
	Edit72: James Bond is one of our coordinators and has been with the company for 5+ years and has a master's in business. 
He has trained two previous interns and helped to create our training program. 
	Edit3: At the beginning of the phase, Johnand James will set objectives that will be reviewed at the end of each month and then at the end of the phase overall. 

A written performance evaluation at the end of the phase will be completed by James and covers work habits, comprehension, motivation, and attitude.



	Edit10: 
	Edit73: John will learn about the steps from application to J1 visa approval, including visa eligibility requirements, obtaining necessary documents from participants, and reaching out to hosts to confirm their contact information and eligibility. They will meet with various departments within CIEE to understand what each department does broadly and how they all work together to create a successful program experience for participants. The purpose of this phase is to give them a good base of knowledge to build upon for the duration of their training. 
	Edit1: For the first phase, we will be helping John get involved in the local community as well as within the office. We have weekly team lunches and typically meet several times a month for trivia nights and karaoke. Additionally, we make a point to go to as many local attractions as possible such as Peaks Island, the Portland Museum of Art, and a hockey game at Cross Arena.

There is a reoccurring meeting at a local library that is for people learning English, so they would be able to improve and practice language skills outside the workplace.We also have a bi-weekly social hour. 
	Edit31: The training will take place completely in-person and, as a result, allows for John to shadow James throughout the day as well as sit in on meetings that take place with clients and staff members. They will also learn how to use Salesforce, Atlas, Outlook, and Microsoft Teams via hands-on experience. They will not be reviewing training plans or interviewing applicants on their own, but will be able to work with James to learn how to interview and what a good training plan looks like. 

We have daily meetings as a team that the participant will be a part of, which gives them time to ask questions, go over process updates, and discuss issues that have come up over the course of the day. James will meet with John weekly in an informal one-on-one meeting to act as a mentor to ensure success throughout the phase, but also for their professional development overall. 
	Edit77: James Bond
	Date1: 02-21-2023
	Site b: CIEE Maine Office
	Edit48b: J-1 Visa Program Operations
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	addressb: 600 Southborough Drive 
	Edit49b: 08/02/2023
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	Edit50b: 2
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	Superb: Matilda Wormwood
	titlb: Business Administrator
	Emlb: mwormwood@fake-email.com
	Edit13b: 111-222-3335
	Edit59b: By this point in the training, John should have a clear understanding of CIEE, the company values, and what is required of a visa sponsor organization. This phase is to show John more what the day-to-day looks like and to get integrated in projects/programs, shadowing management staff when they go to meet host organizations and current participants in-person, and attending various presentations and workshops when organizational or federal changes occur that impact the J1 visa program.
	Edit35b: They will learn to better differentiate between various quality levels of information and sources and get introduced to implementing CIEE quality control mechanisms. In this phase, Johnwill start engaging in  projects and work with our team to support them in their efforts. They will focus on learning how to work within Department of State regulations and CIEEguideliines for training plan requirements, host organization eligibility, and how to proceed when documents/information is not up to the necessary standards. They will accompany CIEE staff members for in-person site visits at potential host organizations and confirming requirements are still being met at host organizations with current participants. 
	Edit72b: Matilda Wormwood is our business administrator and handles all of our day-to-day needs. She holds a master's in international business and has 13 years of experience in the cultural exchange field. She has been with CIEE for 2 years and has been involved with managing our J1 visa program previously. 

John will shadow every department head for a few days to one week at a time to allow them to learn the nuances of their job and gain skills to implement in projects and tasks they are working on for the duration of their training.
	Edit1b: For phase two, we will have our annual Halloween office party and encourage the participant to help us plan and be the judge for the costume contest. 

We have team outings planned over several weekends, including activities such as walking around Old Port (an area with shops and 19th-century buildings) and the First Friday Art Walk. 

Additionally, a list of activities and popular attractions will be provided that highlight events happening during this phase and places to see. A staff favorite is the local cryptozoology museum.  
	Edit73b: They will learn about client management, how to access safe environments as defined by the Department of State for placement requests, and quality control when you have a large volume of tasks/work as a team. 

During site visits, we will go over guidelines and requirements that must be met, how to decide if the space is acceptable and how to let hosts know at that time if they aren't, and how to speak with a variety of professionals about the complicated visa process in a way that is easy to understand. 

They will learn and develop all the primary skills necessary to be an effective business administrator, which include technical coordination skills, CRM proficiency, and the ability to delegate work in a fair and realistic manner.
	Edit31b: The training will continue to take place strictly in-person except for any company-wide presentations which  are done online, but they will participate in them while at the office. They will shadow various department heads while working closely with the business administrator. They will shadow multiple virtual and in-person site visits to meet with current participants and interview potential host organizations.
We also have daily meetings as a team that the participant will be a part of, which gives them time to ask questions, go over process updates, and discuss issues that have come up over the course of the day. The overall supervisor will meet with the participant weekly in an informal one-on-one meeting to act as a mentor to ensure success throughout the phase, but also for their professional development overall. During this meeting, it is possible that other staff members could join if they have useful feedback to provide for how the week went.
	Edit3b: Similar to the first phase, at the beginning of the phase, John and James will set objectives that will be reviewed at the end of each month and then at the end of the phase overall. 

A written performance evaluation at the end of the phase will be completed by Matilda and covers work habits, comprehension, motivation, and attitude.

Additionally, a survey will be sent out to those John interacted with to help provide constructive criticism and feedback on how they did overall during their training sessions together. 


	Edit10b: 
	Edit77b: Mathilda Wormwood
	Date1b: 02-21-2023
	Site c: CIEE Maine Office
	internc: Business Operations
	addressc: 600 Southborough Drive 
	Edit48c: Communications
	Edit49c: 11/02/2023
	Edit53c: 02-01-2024
	Edit50c: 3
	Edit52c: 3
	Superc: Frank Baum
	titlc: Senior Coordinator
	Emlc: fbaum@fake-email.com
	Edit13c: 111-222-3336
	Edit59c: For the last phase, John will spearhead a guided project that requires collaboration across multiple teams throughout the CIEE organization and learn to facilitate effective communication and teamwork. They will be working with teams such as billing, shipping, compliance, operations, etc. They will learn excellent communication skills, both verbal and written, as well as strong interpersonal skills. They will learn to adapt their communication style to different audiences. They will learn to be able to align communication activities with the overall strategy and ensure that the messaging is consistent. 
	Edit35c: The goal of this phase is to ensure that information is shared effectively and efficiently, and that any potential communication barriers are identified and addressed. Some of the key tasks of a communications liaison may include developing communication plans, drafting and disseminating written materials, and organizing meetings. During this phase, John Doe will become an expert at understanding what roles the different departments play and what they do for CIEE. 
	Edit72c: Frank Baum has been overseeing our training program for 3 years and has a bachelors in cultural exchange. He has been in the visa sponsor industry for over a decade and has worked with many J-1 visa interns.
	Edit1c: For the last phase, we will be coordinating a party celebrating John and their time with us. We will be having a happy hour as part of this at a local Portland business. Additionally, we will give them the option of either having the team go on a Lucky Catch Cruise (highlights New England's lobster industry) or on Maine Day Ventures: Portland Old Port Culinary Walking Tour. 

We have an office based in Boston as well so for one Friday-Monday period we will have them visiting Boston with staff members from the office. They will go to some local attractions as well as any events that are going on at that time.
	Edit73c: John Doe will learn a range of skills, knowledge, and techniques that are essential for managing internal communication within CIEE. Some of these include:

1. Strategic communication planning: You will learn how to develop communication plans that align with the overall objectives and goals of CIEE.

2. Writing and editing skills: You will learn how to write clear, concise, and compelling messages.

3. Interpersonal and relationship-building skills: You will learn how to build relationships with different teams within the organization and be able to communicate with them effectively.

4. Change management: You will learn to be able to manage communication during periods of change within the organization, such as new policies.


	Edit31c: Similar to previous phases, the training for this participant will be conducted in-person, on-site and I, Frank Baum, will be in office with John Doe offering continuous support/guidance. The particpant will have the opportunity to shadow me and meet other department's to understand their role within CIEE. 



As part of the training, the participant will continue to attend daily team meetings, providing them with the opportunity to ask questions, receive process updates, and discuss any issues that may have arisen during the day. Although I am providing continuous support to John Doe, to ensure the participant's success throughout the training phase and their professional development overall, I will meet with the participant in a weekly informal one-on-one meeting to act as a mentor. 
	Edit3c: Similar to the first phase and second phase, at the beginning of the phase, we will establish goals that will be evaluated on a monthly basis and at the end of the training phase. At the conclusion of the training, I, John's supervisor, will complete a written performance review assessing the participant's work habits, understanding, motivation, and attitude.



Furthermore, we will follow up with different departments and those who interacted with John Doe to gather constructive criticism and feedback on their training sessions together, ensuring a comprehensive evaluation of their overall performance.
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