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 Internship Proposal - Spring 2015
 Due date: 2/1/15
64 West 11th Street
New York, NY 10011
212-229-5100, ext 2262  elcinterns@newschool.edu
 Welcome to the Eugene Lang College Internship Program.  Please follow the directions below 
to apply to our program. The last day we can accept a completed proposal for the spring 
semester is 2/1/15
 
Mac users:
This form cannot be completed using Preview.  Once a form is opened in Preview it cannot be used. To complete this form you will 
need to use the Adobe Free Reader V 8.0 or above. In order to participate in our program we advise that you change the default PDF
viewer on your Mac to the Adobe Free Reader.
 
Students:
Step1: Complete the section entitled student information and save the document. You then send the document as an attachment to 
your Internship supervisor. Please note, you do not have to physically sign or digitally sign the document. In the box marked signature 
please type your name. 
 
Step 2: In a separate email attach the following 3 documents - your one page resume, the cover letter that you used to obtain the 
internship (if you did not use a cover letter you will need to create one) and lastly, a document that answers the questions posed on
page 2 of this document.
 
Once we receive the 3 documents and the completed proposal form from your supervisor your proposal is complete and will
 be reviewed.
 
Employers:
If you received this form via email and are using a Mac you will need to change the default setting on your Mac and make the Adobe Free
Reader your default PDF viewer. Once a form has been downloaded and opened in Preview it cannot be used. Once the default setting 
has been changed to Adobe please download this form again.
 
Once the form is opened in the Free Reader, please complete the section labeled step 4 on the second page of this document. Please do 
not physically sign the document or digitally sign it.  In the box marked signature just type your name.
 
Once the form is complete you can submit the form by using the submit form function, or by saving the document and sending it as an 
attachment to:  elcinterns@newschool.edu. 
 
Troubleshooting tips for Lang Internship Program PDF forms:
When I click on the file I get an error message that says my computer cannot open it -  In order to open and use PDF's you must 
have the Adobe Free Reader V8.0 or higher installed on your computer. Mac users will need to change the default viewer for 
PDF's to the Adobe Free Reader.
 
I have a Mac computer. When I click on the PDF it opens but I am not able to fill in the fields or save the document - Macs use a
default PDF viewer called Preview. Preview does not allow you to alter or fill in forms. If you are using a Mac you will need to 
change your default viewer for PDFs to the Adobe Free Reader 
 
https://startit.artic.edu/kb/software/adobe/acro_reader_default.html
 
The submit button is not working, what should I do? -  Email your PDF to elcinterns@newschool.edu
 
Can I scan, or print out a hard copy for submission? - No.  All PDF forms can only be completed using the Free Reader and 
submitted via email
 
How will I know the University received my PDF form? - When we receive the PDF form we will send you confirmation that it has 
been received
 
 
 
 
 
Step 2 - To be completed by the student and emailed to the Internship Program as a separate Word document
 Please provide the following:
 The one page resume and cover letter that was submitted for your proposed  internship site. If you did not apply with a cover letter or resume, you will need to produce them
 As the internship program curriculum includes building upon your current resume and cover letter for future work, the ELC Internship Program reserves the right to only
  approve documents constructed with guidance from The Office of Career Development staff and/or resources found on their website.
           
  If you need assistance with your resume or cover letter format contact : careers@newschool.edu or 
            use our guide: http://www.newschool.edu/studentservices/careers/resources/
 
  Please provide the following information about your proposed internship in a separate Word document:
        ·              The name and contact information (email and physical address) of the organization of your proposed internship.
        ·               The name and contact information of the immediate supervisor for your proposed internship, with the specific
              department indicated (where applicable).
        ·               A description of the organizational/departmental goals and mission, in addition to a detailed description of
              the duties and responsibilities entailed with the proposed internship.
    ·               The start date/end date and weekly schedule (include approximate hours on site per week) for the internship.
                      
 
Full Name
 E-mail 
New School ID 
# of credits for other courses
Class Standing
# of credits for internship
N00
@newschool.edu
Internship Section
           Internship Proposal - Spring 2015
                          Due date: 2/1/15
 
 Step 4 - Internship Information - To be completed by the employer and emailed to the Internship Program
As an intern, I am aware that I must behave professionally at all times as I will be representing myself as well as the Internship Program and 
Eugene Lang College.I understand that in order to receive academic credit/notation for this experience, I will be responsible for timely 
submission of all materials and attendance at individual sessions and/or classroom seminars as outlined by the ELC Internship Program. 
Participation in this program requires the installation of Adobe Acrobat Reader 8.0 or above on my computer. and the computer of my supervisor. By signing this document I confirm that my internship supervisor has the necessary software installed and I further attest that no conflict of interest exists within the supervisory structure of my internship (I am not being supervised by a friend or relative; the company is not
owned or managed by a friend or relative)
64 West 11th Street
New York, NY 10011
212-229-5100, ext 2262  elcinterns@newschool.edu
As the supervisor of a Eugene Lang College intern, I understand that throughout the course of the semester I will be reviewing, signing,and 
submitting documents to the Internship Program that monitor the intern's learning experience. These documents include time sheets, a 
learning agreement, mid-point evaluation and final evaluation which can only be completed using the Adobe Free Reader V8.0 or above.
 
Step 1 - Student Information - To be completed by the student
Step 3 - Sign, save and email this form to your  supervisor
This document, digitally signed and on letterhead, documents  that the student will be receiving credit or a transcript notation for their
internship experience and that the University supports the student's internship at the above named organization.
If the submit function does not work
please save the form and send as an attachment
attachment. Do not scan this form.
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