






 
 
 

    

 
 

    
 

  
 

     
   

  
 

 
 

   
 
 
 

  
 

 
  

  
  
  
  
  
  
  

 
  

 
      

           
       

   
      

   
   

    
 

 
 
 

 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

City of Bozeman Intern Policy Rev. 09/2023 

Appendix A: Intern Request Form – Staffing Plan 

Staffing Plan for FY ___________ (3 year period) 

Department: ________________________________ 

Purpose: This document provides a presentation of and justification for requested student interns to the 
staffing plan for the department. By completing this document, you are verifying that the requested student 
intern(s) will not displace any other employees and will not perform union protected work. 

Reason for Request: 

Work to be Performed: __________________________________________________________________ 

Work Scope: __________________________________________________________________________ 

Work Location/Space: __________________________________________________________________ 

Learning Objectives: (colleges and universities require 3 to 6 learning objectives for internships receiving academic 
credit.) 

1. 
2. 
3. 
4. 
5. 
6. 

Department Mentor: _________________________________________ 

Duration: ☐ School Year (end of August to early May) 
☐ Fall Semester (end of August to beginning of December) 
☐ Spring Semester (early January to early May) 
☐ Summer (mid-May to mid-August) 
☐ Other: ___________________________________ 

Student Intern Requests (additions or changes from the currently approved plan): 
(List the number of student interns requested, FTE = .35, and year requested.) 

FY________________________ 
FY________________________ 
FY________________________ 
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