
 

 
MEMORANDUM  

To: Georgia County Internship Program (GCIP) Grant Recipients for Summer 2019 Grant Period 

From: Michele NeSmith, ACCG Research and Policy Development Director  
 
Re: County Grant Package 
 
Date: February 1, 2019 
 
Congratulations on being a grant recipient for the Summer 2019 Georgia County Internship Program 
(GCIP)! We hope that this internship is mutually beneficial to both the county and intern. The grant 
period is from May 1, 2019-September 1, 2019. Reimbursement requests with accompanying proof of 
hire must be submitted to the Foundation no later than Friday, September 23, 2019. Please read this 
memo and all the materials included in this packet in their entirety before you submit the 
requested documents. 
 
It is very important for the county to establish one point person to manage all the requirements for 
the GCIP grant. The point person will need to work closely with the Human Resources Department, 
or the person who manages the county's hiring practices in that there are many employment 
related forms that must be completed by the county and the intern close to the date of hire. 
 
While the Foundation is aware that it may take time to have your board formally approve the grant 
agreement, please make every effort to return it as soon as possible. When an intern has been hired, 
the Foundation should be notified and a copy of the Intern Consent Form and the Intern Information 
Form should be submitted. The county should not wait until the end of the grant period to submit this 
information.  
 
Enclosed in this packet is the grant agreement, a list of frequently asked questions, an intern 
consent form, an intern information form, a  grant reimbursement form, an E-Verify usage and 
acknowledgement form, a grant checklist, a copy of your county’s original grant application, and an 
intern supervisor's guide. 
 
In order to receive the grant funds, the county must submit the following to the Foundation: 
 

1) Signed Grant Agreement – as soon as possible 
 
2)   Signed Intern Consent Form – at the beginning of the internship 
 
3)   Signed and Completed Intern Information Form – at the beginning of the internship 
 

4)   Completed Internship Evaluation and Photo-by the end of the internship 
 



5)  Proof of Hire (offer letter and a copy of the E-Verify Usage and Acknowledgement Form)  
     by September 23, 2019 
 
6)   Signed and Completed Grant Reimbursement Form – by September 23, 2019 
 
7)    Proof of Payment-- by September 23, 2019 
 

 
Once the county has submitted this information, the Foundation will issue grant funds for the wages, 
workers’ compensation coverage and Federal Insurance Contributions Act (FICA) for the county 
internship positions that have been approved by the Foundation. The money provided for FICA and 
workers’ compensation must be used for these purposes. The county is required to cover all interns 
hired through the GCIP under their workers’ compensation policy. Grant reimbursements may 
take 6-8 weeks to process. Please note that your county will not receive any grant funding until 
you have submitted ALL the requested information and provide proof that an intern has been 
hired. 
 
Over the course of the internship, the Foundation will be checking in with the internship supervisor(s) 
for your county to ensure that the internship is going smoothly.  The Foundation will also be visiting 
certain counties in order to interview the intern(s) and supervisor(s) and to take photos to promote the 
program. All visits will be scheduled prior to arrival. If you have any questions or concerns, please 
contact me at mnesmith@accg.org or at 404-522-5022.  
 
Thanks again for your participation in this program. 
 

mailto:mnesmith@accg.org


 
 

Georgia County Internship Program (GCIP) County Check List  
 

  Read all provided information before completing required forms 
 

 Sign and submit Grant Agreement to the Foundation as soon as 
possible 
 

 Once hired, verify intern’s employment status through E-Verify 
 
 Complete, sign and submit the Intern Information Form to the 

Foundation at the beginning of the internship (must be signed by 
intern and intern supervisor) 
 

 Intern to complete and sign Intern Consent Form and submit to 
the Foundation at the beginning of the internship 
 

 Provide intern evaluation and photo(s) upon request 
 

 Submit proof of hire (copy of Offer Letter and E-Verify Usage and 
Acknowledgement Form) to the Foundation by September 23, 
2019 
 

 Submit proof of payment to the Foundation by September 23, 
2019 
 



















Exhibit A 

 

 

 
Georgia County Internship Program (GCIP) 

INTERN CONSENT FORM 

 

I,________________________________, authorize  the ACCG Civic Affairs 
Foundation, Inc. and________________ County to use my name, college or 
university, year in school, major, terms of employment, image, quotations, 
internship evaluation, interviews and any other pertinent information related to 
my internship in the Georgia County Internship Program for reporting, 
promotional and data collection and analysis purposes, which may include, but is 
not limited to social networking sites, brochures, publications, press releases, 
videos, photographs and other forms of  print and digital media.  

 

_________________________________ 
Signature of Intern 
 

_________________________________ 
Date 



 
This form must be completed in full for each intern the county has hired who is being paid through Georgia County 

Internship Program grant funds. No funding will be granted without this form. 

Exhibit B 

 

GEORGIA COUNTY INTERNSHIP PROGRAM 
INTERN INFORMATION FORM 

COUNTY INFORMATION 

Name of Supervisor: 
 
 

Title: 

County: 
 
 

Department: 
 
 

Street Address: 
 
 

City: 
 
 

State: 
 
 

ZIP Code: 
 
 

Phone Number: 
 
 

Email Address: 
 
 

INTERNSHIP POSITION INFORMATION 

Full Name of Intern (Hired):  
 
 

Street Address: 
 
 

City: 
 
 

State: 
 
 

ZIP Code: 
 
 

Phone Number: 
 
 

Personal Email address: 
 
 

College/University Student Attends: 
 
 

Program or Major: Expected Year of 
Graduation: 

Post Graduation Plans: 
 
 
 

Intern Position Title: 
 
 

Department: 

Start Date: End Date: 
 

Hours Worked Per Week: 
 

SIGNATURES 

Signature of County Supervisor: Date: 
 

Signature of Hired Intern: Date: 
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Exhibit C 

  
 

Georgia County Internship Program (GCIP) 
Frequently Asked Questions  

 
 
Who should be the grant contact person for my county? 
 
If your county has a grant coordinator, this person should be the primary contact for the grant. If your 
county does not have a grant coordinator, it is strongly recommended that the human resources 
director or county clerk be considered for this position and that at the very least they are consulted 
throughout the process considering that several components of the grant may require their 
participation.  
 
Will the grant contract need to be approved by the board of commissioners? 
 
This will depend on the county’s policy. Some counties require all contracts to go before the board 
whereas others have a dollar amount requirement. Whatever the policy is for the county should be the 
policy that is followed. If the county has a grant administrator, consult with him or her to ensure that 
the proper guidelines for the county are being followed.  
 
What qualifications does an intern have to meet? 
 
The program is open to undergraduate and graduate students from a variety of educational 
backgrounds, provided a student’s abilities are appropriate to the intern project proposed by the 
county. Since county governments provide a wide range of services, counties are encouraged to be 
creative in proposing internship opportunities across diverse areas of study from engineering and law to 
human resources and veterinary sciences.   
 
Recent college graduates may be selected for an internship provided they can provide proof that their 
graduation was within six months of the start date of the internship. High school students and recent 
high school graduates who have not yet started college are not eligible.  
 
How many hours should an intern work and how should this time be scheduled? 
 
GCIP grant funds will pay internship costs for up to a maximum of 200 internship hours. It will be up to 
the county and the intern to determine the work schedule in terms of the number of hours worked per 
week and total number of weeks to be worked. It is recommended that the minimum number of hours 
worked per week is 15. 
 
Interns are not required to work the total 200 hours in order for the county to receive the grant, 
although the Foundation will only reimburse the county under the grant based on the actual number of 
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hours worked if less than 200.  Also, if a grant for multiple interns is awarded to a county, this does not 
mean each intern has to work the same schedule or the same number of hours as long as the total 
number of hours worked under the grant does not exceed 200 for any one intern. Further, if a county 
was awarded a grant for one intern and later determined that more than one intern was needed, the 
grant can be split into two 100 hour internships as long as the county abides by all the requirements of 
the grant agreement. If the county needs to split the grant, the Foundation must be contacted first to 
ensure that the requested split meets all the grant requirements.  
 
A student may start an internship at any time during the applicable Grant Period. Students must 
complete their internship no later than the last day of the applicable Grant Period.  
 
While GCIP grant funds cannot be provided past the applicable Grant Period, a county and an intern are 
allowed to extend the duration of any particular internship based on mutual agreement. All expenses 
incurred beyond the grant period will be paid by the county.  
 
How much do interns get paid under GCIP and how is this funded?  
 
The wage for interns paid using GCIP grant funds is $10.00 per hour.  Grant funding also will pay 
counties for the employer share of FICA costs associated with an intern. An intern paid using GCIP grant 
funds must be covered under the county’s Workers’ Compensation Plan, but this cost also will be 
reimbursable to the county.  
 
Given the 200 maximum on internship hours that may be funded from a GCIP grant, total hourly pay per 
intern may not exceed $2,000. This amount does not include the employer share of FICA costs and 
Worker Compensation coverage that will be reimbursed as part of the grant.  
 
If a county wants to pay an intern more than $10 per hour, that amount over $10 will need to be paid by 
the county along with the additional FICA and workers’ compensation costs applicable to the additional 
salary. The GCIP grant does not cover wages paid over $10 per hour nor does it pay for more than 200 
hours of employment during any grant period. 
 
 
What are counties responsible for if they receive a GCIP grant? 
 
Counties are responsible for withholding all applicable state and federal income taxes on a GCIP intern’s  
earnings and for withholding the employee share of applicable FICA costs. Counties must make timely 
payments of these monies withheld (as well as any other payroll taxes due) to the appropriate federal 
and state agencies.  
 
Counties are also responsible for 1) submitting the prerequisite grant paperwork to the Foundation in a 
timely manner, 2) verifying the intern’s eligibility to work for the county through E-Verify and 3) 
adhering to the grant agreement requirements.  
 
Counties are further required to provide adequate work space for an intern and to provide an intern 
supervisor. Depending on the project, a county also may have to provide equipment, technical 
assistance or training to the intern.  
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If a student wants to obtain academic credit for the internship, it will be the responsibility of the county 
to work with the student and the student’s academic institution to fulfill this requirement. The 
Foundation is not responsible for securing academic credit or certifying work performed by the intern 
for this purpose.  
 
What if my county has already hired an intern for the grant period? 
 
If a county already has identified a college intern for a specific Grant Period, the county is eligible to 
receive grant funding for that intern as long as it submits all required application materials by the 
applicable deadline and is selected to receive a grant. Note that the internship must be completed 
within the applicable Grant Period.  
 
Who is responsible for recruiting interns? 
 
It will be the responsibility of the county to collect and review internship applications, and interview and 
hire the intern.  
 
The Foundation will assist in identifying potential interns by posting county positions on its website 
www.civicaffairs.org  to provide statewide exposure to interested students. If needed, the Foundation 
also will assist a county with its intern search process by contacting colleges, universities and technical 
colleges in your area.  
 
What happens if a county isn’t able to recruit an intern for its GCIP grant? 
 
If no intern can be identified, the GCIP grant will be rescinded for that grant period. 
 
What happens if an intern is fired or quits before the term of employment is completed? 
 
The county is required to notify the Foundation within five business days of termination of the intern. If 
the county is able to find an intern to fulfill the rest of the internship within the grant period, it may do 
so. If another intern is not found, the Foundation will reimburse the county for the time that the original 
intern worked for the county as long as the prerequisite paperwork is submitted as provided for in the 
grant agreement.  
 
Can interns be hired to exclusively perform solely administrative or clerical work or to perform the 
duties of a full-time or part-time position that is currently unfilled? 

No. Interns cannot be hired to perform solely administrative or clerical work or to perform the work of a 
particular unfilled existing position. The internship must be project-oriented. Although some 
administrative work may be required if related to the internship project, such work cannot be the basis 
for the internship.  

Can interns be hired to perform private projects for commissioners? 

No. Interns are not allowed to work on projects that are not county-related. In particular, interns funded 
by GCIP are prohibited from participating in any type of political campaign work. The purpose of the 
internship is for the student to learn about county government through a project that benefits the 
county as a whole.  

http://www.civicaffairs.org/
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Can interns be hired through the grant if they are related to someone who is working for the county in 
a supervisory role or in an elected or appointed position? 

No. Nepotism is not allowed under the terms of the grant.  Counties that have a nepotism policy for 
their new hires are required to apply that policy to the hire of any intern through the Georgia County 
Internship Program that is paid through a GCIP grant. In the absence of such a policy, the Foundation 
requires that counties refrain from hiring interns who are closely related by blood or marriage to a 
county elected or appointed official or who has a hiring or supervisory role over the intern.  Further, no 
intern who is known to be romantically involved with a county employee should be hired.  

 

 

 



Exhibit D 
 

 

 

Georgia County Internship Program (GCIP) Grant Reimbursement Request Form 

Grant reimbursements will be mailed to the county at the end of the contract period, upon proper 
completion and submission of the requested grant materials. 

 

County Requesting Reimbursement:_________________________ 

Requested By: ___________________________________________ 

 
Intern Information 

Name:__________________________________________________ 

Department Hired:________________________________________ 

Number of Hours Worked:___________________ 

 
Total Amount of Reimbursement Requested: ____________________ 

(Intern wages are paid through the grant at a rate of $10.00 per hour for a maximum reimbursement 
rate of $2000 for a 200 hour internship.  Worker’s Compensation is calculated at $1 per $100 salary for 
a maximum reimbursement rate of $20. F.I.C.A. is calculated at a rate of .0765% multiplied by salary for 
a maximum reimbursement rate of $153. The county should receive the maximum reimbursement 
amount of $2173 for an intern working the maximum number of hours with no county wage 
supplements. All interns are required to be covered under the county’s Workers Compensation Plan. 
The funds provided for Workers Compensation and for F.I.C.A. must be used for those purposes. Any 
wages paid at a rate higher than $10 per hour shall be paid by the county as well as the cost of FICA 
and Worker’s Compensation associated with wages above that rate.) 

 

I,__________________________, swear and attest that the information provided in this 
request is accurate to the best of my knowledge.  I further understand that I am required to 
submit proof of payment by submitting pay stubs and any additional documentation that 
confirms the funds were properly administered by September 23, 2019.   

____________________________________    _______________________ 
Signature        Date 

 



Exhibit E 
 

 

 

Georgia County Internship Program (GCIP) E-Verify Usage and 
Acknowledgement Form 

 
 

Georgia law through O.C.G.A. §13-10-91(a) requires all counties to use E-Verify to verify the 
employment eligibility of all newly hired employees. All intern participants in the GCIP must be 
verified through this process by the county when they are hired. Failure to complete this 
process will result in the forfeiture of grant funds by the ACCG Civic Affairs Foundation to the 
county.  
 
The following information should be prepared by the Human Resources Director or person for 
your county who processes new employees to verify that the county did use E-Verify to verify 
the employment eligibility of interns hired through the GCIP. This form is to be submitted in lieu 
of the E-Verify confirmation and along with a copy of the offer letter will complete the proof of 
hire grant requirement. The county should not submit the E-Verify confirmation issued by 
USCIS, I9 form, or other sensitive information such as copies of a driver’s license, passport, or 
social security card to satisfy this requirement.  
 
 
 

I,_________________________, acknowledge that ____________________ County used the E-
Verify program to verify the employment eligibility of __________________________, GCIP 
summer intern, on the ______  day of ___________ 2019.  

 

____________________________________ 
County Position 
 
____________________________________    _______________________ 
Signature        Date 

___________________ 
E-Verify Number 
 
___________________ 
Date of E-Verify Authorization 



 
 

Georgia County Internship Program (GCIP) Intern Evaluation Form 
Please answer the following questions thoroughly to help the GCIP learn about the details 
of your internship. When completed, submit to Michele NeSmith at mnesmith@accg.org.  

 
Name: _________________________ 

County: ________________________ 
 

 
1. Before this internship, were you familiar with county government operations?  

 
 
 

2. What have you learned about county government from your internship? 
 

 
 

3. What were your major internship responsibilities as you understood them?  Please specify. 
 
 

 
4. What do you believe were your most significant successes during the internship? Please 

specify. 
 
 

 
5. What was the favorite part of your internship? 

 
 
 
 

6. What specific skills, experiences or knowledge did you gain during the internship?  Do you 
believe these will be useful in helping you meet your future career goals and, if so, how? 

 
 
 
 

7. What advice would give your peers who are considering a county internship? 
 
 
 
 

8. Based on your internship, would you consider a career in county government?  
 

mailto:mnesmith@accg.org
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Georgia County Internship Program 
County Intern Supervisor’s Guide 

 
Welcome to the Georgia County Internship Program! 

We are excited that you have decided to hire an intern for your county through the Georgia 
County Internship Program. Over the following months, you will have the opportunity to work 
with a student who is interested in learning about how communities and governments operate 
at the local level. Outside of working for a county or city it is very difficult for students to learn 
practical lessons about local government. It is our hope that this internship with your county 
not only will provide a valuable education on the operations of local government, but may also 
help to motivate the student to consider a career in public service.   

Serving as an Internship Supervisor is a big responsibility and will require a significant time 
commitment. As an Internship Supervisor, it is necessary to oversee all daily assignments and 
projects, provide direction and feedback and ensure that the intern has adequate workspace 
and needed resources. It is your responsibility that all the requirements for the program are 
met. These requirements are necessary to ensure that the student gets the most out of his or 
her internship experience. 

The best way to have a successful internship program is to prepare as much as you can for the 
intern before he or she arrives. Please take a moment to look over the materials contained 
within this manual. These materials were prepared to ensure that you have adequate resources 
to take you from the interview process through to the exit evaluation. We encourage you to use 
these materials both to help you prepare for the arrival of your intern and to keep your intern 
on task so that projects are completed in a timely manner.  

We wish you the best of luck with your program and hope that you decide to participate in the 
Georgia County Internship Program in the future. Please continue to visit our website at 
www.civicaffairs.org to learn more about project ideas and how other counties are utilizing 
interns.  

 

http://www.civicaffairs.org/
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The Interview Process 

Once you receive applications for the internship position you posted through the Georgia 
County Internship Program website, you will need to begin the interview process. Please 
schedule at least thirty minutes per interview in order to provide ample time to get to know 
each student. Once you have scheduled an interview, be sure to send a reminder confirmation 
along with directions to your office to the interviewee. It may be beneficial to include parking 
information, especially if your department does not have adequate parking available.  

 
Sample Intern Interview Questions 

1. What attracted you to this internship opportunity? 
 
 
 

2. How does this internship fit into your schedule and educational goals? 
 

 
 

3. What do you hope to gain from this experience? 
 
 
 

4. Do you have any knowledge or experience with local government issues? 
 
 
 

5. [Describe position/ project details] What coursework or former work/volunteer 
experience do you think best prepared you for a position like this? 

 
 
 

6. Do you have experience working with customers/clients?   
 

 
 

7. Any questions? 
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Sample Internship Offer Letter 

 

Dear ___________, 

 

It is with great pleasure that I offer you the position of ___________ intern with ___________ 
County.  The intent of the Georgia County Internship Program is to provide outstanding 
students the opportunity to receive a “hands on” understanding of the inner workings of 
county government. 

The position that you are being offered begins ___________ and ends ___________. During 
your internship, I will be your supervisor and will review your progress toward the timely 
completion of all assignments on a regular basis.  By accepting this position, you are committing 
to work ______ hours a week on a regular weekly schedule to be determined at the start of the 
internship.  You will be responsible for notifying me in advance if you will be absent on days 
that you are scheduled to be in the office. You will be paid ________ (weekly/monthly) at an 
hourly rate of $____ (there are no benefits associated with this position.) As part of the 
___________ County team, it will be important to note and adhere to ___________ County’s 
standards regarding office conduct and work rules. 

The projects that you are assigned will involve issues affecting county governments. These 
projects will be substantially, if not completely, your responsibility.  At least one of these 
projects will result in a tangible work product at the completion of the internship.  In addition, 
you may be assigned smaller research-related and administrative duties.  It is our intention to 
ensure that the work that you will be assigned will result in a meaningful learning experience 
for you. 

I look forward to working with you, and I thank you in advance for your contribution to 
___________ County. 

 

Sincerely, 

 

___________  

___________ County Internship Supervisor 
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Sample Internship Rejection Letter 
 

 
 
Dear ___________, 
 
 
I enjoyed meeting with you on ___________ in regards to the ___________ internship position 
with ___________ County. I was very impressed with your resume and qualifications, and 
thought that you presented yourself in a very professional manner over the course of the 
interview.  
 
We received numerous applications for this position and in that we had many well qualified 
applicants, it was difficult to make the final selection. While your credentials were impressive, 
we have chosen another candidate at this time.  
 
Please remember that you may re-apply for another internship position in the future as those 
become available. I wish you the best of luck with your future academic and career endeavors.  
 
 
 

Sincerely, 
 
 
 

___________  

___________ County Internship Supervisor 
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Before the Intern Arrives – Checklist 

Prior to the new intern’s arrival, it will be helpful to address some of the items listed below to 
ensure that the intern will be able to function in and around the office once he or she starts work. 
By completing these items ahead of time, you will be able to smoothly transition the intern into 
your office so that he or she can begin daily activities and assignments immediately upon arrival. 

 Prepare an Intern Manual 

Intern Manuals are a great way to provide your intern with basic information about your 
office and its operation.  The following list suggests general information that should be 
applicable for most offices. It may be helpful, in the event your intern is the first for your 
county, that you have the intern put together a more thorough manual as a project so 
that you can use it with future interns.   

• Intern Expectations (Duties, Hours, Dress Code, Timesheets/Payroll, etc.) 
• Office Personnel and Procedures Manual, if available 
• Office Staff Information (Phones numbers, Office numbers) 
• “How To” Section (How to operate phones, copier, fax, scanners, etc.) 
• Transportation (Parking, Transit options) 
• Local Areas of Interests (Lunch options, Nearby ATMs/Banks) 
• Helpful Resources for completing assignments (Websites, Manuals, etc.) 

 

 Develop a timeline of assignments and projects, including tentative due dates (see the 
sample Work Plan) 

 

 Set aside space for the intern to work (desk, office, cubicle, etc.) 
 

 Set up passwords for computers and/or phones if needed 
 

 Order name badge or employee ID if required 
 

 Send email to the intern regarding the 1st day of work (provide instructions on any 
documentation the intern needs to bring if it is a paid position, appropriate dress, where 
to park, where to report to, etc.) 
 

 Set up a New Intern Breakfast/Luncheon to introduce the intern to the office staff  
(if resources are available) 
 

 Make arrangements with the Human Resources Department to schedule a time for the 
intern to be properly processed on the first day (fill out county personnel information 
and, if applicable, grant paperwork)  
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Sample Internship Project Plan 

__________________County 

 

Project Assigned:  

 

Project Details:  

 

Project Deadline:  

 

Recommended Resources:  

 

(Insert time frame) Tasks:  

 

(Insert time frame) Tasks:  

 

Mid-Project Review Date:  

 

(Insert time frame) Tasks:  

 

Final Project Review Date:  

 

  



 

ACCG Civic Affairs Foundation – Georgia County Internship Program, County Supervisor’s Guide Page 8 
 

Processing the Intern on Arrival  

Once the intern arrives, the Human Resources Department will need to meet with the intern 
so that he or she can fill out all applicable paperwork required by the county and, if applicable, 
required by the GCIP grant. All interns must be covered under the county’s workers’ 
compensation plan and should be processed as an employee of the county. Interns should be 
verified through the E-Verify program just as any other new hire for the county.  

GCIP grant-paid interns are also required to submit the Intern Consent form and Intern 
Information form to the ACCG Civic Affairs Foundation as part of their paperwork.   

 

Establishing Goals for the Internship 

On the first day of work, it is very important to meet with the intern in order to establish the 
goals that you want him or her to achieve during the internship.  This should include discussion 
of projects, proposed timelines, available resources and general information about your 
expectations.  

Furthermore, it is also very important over the course of the internship that you schedule 
periodic and regular meetings to ensure that the intern is meeting the required plan of action.  

The following page provides a sample work plan you may wish to use for your county’s 
program. Note that your work plan may not need to be as detailed as the one shown below, but 
it should contain at least one mid-term review of the project and the intern’s performance. Not 
only will a work plan help the intern stay on track, it will also help you to adjust the workload in 
the event you need the intern to focus on certain tasks more than others due to changing 
priorities.  

 

 

 

  



 

ACCG Civic Affairs Foundation – Georgia County Internship Program, County Supervisor’s Guide Page 9 
 

Sample Internship Work Schedule (for a 12 Week Internship) 

Sample Project Assigned: Create a Record Retention Schedule and Record Management 
Database and Provide Instructions on How to Use Both 

Project Details: By using Microsoft Access, create a database which will store all records for the 
county manager’s office that provides for searchable categories. Using the local government 
retention schedule provided by Georgia Archives, develop a retention plan for all the records 
provided within the county manager’s office.  

Project Deadline: End of Internship 

 
Sample Project Schedule: 

Weeks 1-4: Review all records currently in manager's office. Provide an inventory of each 
record.  

Weeks 5-6: Using the local government retention schedule listed on the Georgia Archives 
website, divide all records inventoried into categories based on the schedule. 

Weeks 7-8: Meet with county manager and IT director about the records inventoried and 
discuss implementation of the retention schedule. Discuss suggested schedules for the 
documents identified and create schedule based on meeting outcome. 

Weeks 9-10: Create database and input approved inventory list by category. Create queries as 
needed.  

Weeks 11-12: Draft directions on how to use database and retention schedule 
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Georgia County Internship Program Evaluation 
(To be given to the intern at the completion of his/her internship) 

 
Dear Intern: Please respond to the following questions in as much detail as possible with regard 
to your internship.  This information will be used to improve the program in the future. Please 
return the completed form via email to mnesmith@accg.org  Thank you for your feedback and 
suggestions. 

Name: ___________________________________  

County of internship: ___________________________________ 
 

 
1. Before this internship, were you familiar with county government operations?  

 
 

2. What have you learned about county government from your internship? 
 
 

 
3. What were your major internship responsibilities as you understood them?  Please specify. 

 
 

 
4. What do you believe were your most significant successes during the internship? Please 

specify. 
 
 

 
5. What was the favorite part of your internship? 

 
 
 
 

6. What specific skills, experiences or knowledge did you gain during the internship?  Do you 
believe these will be useful in helping you meet your future career goals and, if so, how? 

 
 
 

7. What advice would give your peers who are considering a county internship? 
 
 

8. Based on your internship, would you consider a career in county government?  
 

mailto:mnesmith@accg.org


 

ACCG Civic Affairs Foundation – Georgia County Internship Program, County Supervisor’s Guide Page 11 
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Considerations for Future Internships 

The ACCG Civic Affairs Foundation hopes that your county’s experience with the Georgia 
County Internship Program is a success. Before submitting an application for future GCIP grants, 
it may be helpful to review the following questions to ensure that your county is getting the 
most out of the program.  
 
Questions about the Project(s) Assigned: 

1. Was the intern able to complete the project assigned within the time allowed? If not, why? 

2. Did the intern have too much “down time”? Was sufficient work available for the intern? 

3. Was the type of project assigned suitable for college undergraduate or graduate students? 
Was it too challenging or not challenging enough? 

4. Is there enough project work available for a future internship? 

5. What type of future projects does your office need assistance with that would be suitable 
for an intern? 

Questions about Supervision of the Intern: 

1. Did your schedule permit you to be available to assist the intern by answering questions 
and/or providing input on a project? 

2. Were you able to provide the intern with detailed, clear instructions on how to complete a 
project? 

3. Did the intern have other staff members who could answer questions and provide assistance? 

4. Should you increase or decrease the number of interns requested for the GCIP grant period 
based on your availability to supervise? 

Questions about Possible Future Requests for GCIP Intern Grant Support: 

1. Did the previous intern have the right skill set for your office?  

2. Should you change the skill or academic qualifications required for the next intern? 

3. Are undergraduate or graduate students better suited for the types of projects that your 
office provides? 

4. Did the applicants that interviewed for the previous internship meet your expectations 
and/or have the right type of qualifications for the position? 

5. Was your previous internship posting detailed enough to generate interest? 

6. Should your next internship posting be for a paid or unpaid position? 
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