










































Pre-Internship 

□ Designate a supervisor to manage the intern
□ Determine the internship length and timing
□ Plan out the internship structure including a week-by-week department

rotation schedule, tasks, special projects, additional opportunities, customer
visits and community involvement

□ Establish wage range, housing {if applicable), and any other benefits you
want to offer to the potential intern

□ Build the intern candidate profile
□ Write the job posting
□ Begin recruiting, which can include posting on job boards and social media

as well as attending in-person events such as classroom visits, career fairs
or setting up a booth at a college or university

□ Conduct interviews either in-person or virtually
Select your intern and confirm a start date

□ Work with your intern to fill out any paperwork for academic
credit if necessary

□ First Day Preparations:
□ Send key reminders to your intern about all the necessary paperwork

they need to bring on their first day, dress code, where to park and
what time to arrive on their first day

□ Communicate with departments to finalize the intern's
rotation schedule

□ Prepare the intern's dedicated workspace that includes a desk,
chair, and computer with email access and the
appropriate programs

□ Assemble a welcome kit that includes a printed copy of the internship
structure and marketing products with your bank's logo on it such
as a t-shirt, water bottle or stickers

□ First Week Success:
□ Set expectations during the supervisor and intern's

introductory meeting
□ Schedule orientation sessions to familiarize your intern with

bank policy and procedures
□ Take your intern out to lunch and invite team members to join
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