RPTM Internship Weekly Report Form (Example)

For Instructions on completing your Weekly Report, please refer to instructions and examples under Lessons.

l. COVER PAGE INFORMATION

Student's Mame: Sally Smith

WEEKLY REPORT # 2

From: March 5 To: March 12  (specify the dates that the weekly report covers)

Today's Date: March 13, 2008

Name of Agency: Cenire Region Parks and Recreation

Number of Hours Worked this Week: 42

Cumulative # Hours to Date: 335

. WEEKLY SUMMARY

Responsibilities piease type or print below): % Time
Spent

Assisted superisor with registration for Surmimer programs (greeted registrants, recorded information, 25

answered guesions)

Worked fron desk answening phones relerming inguires o proper persan and filing registraion

malerials. 20

Supervised evaning weightlifting class. 15

Altended CPR — First Aid Cerlification class [

Upuared dafabase with ackfresses and reﬁephane rumbers of new mambars 1[]

Worked on developing slide show presentation for Pennsyhania Recreation and Park Sociely (PRPS) 10

Comnference.

Developed press kits for the upcaming ants and crafts festival 10

Mel with supenTsor regarding profiems with coach and referee absenteesm 5
Total 100%

Additional Activities:
«  Regeiored fo became a membed al the Nabional Recreation and Park Associabion (NRPA)
»  Sutwnilted special project proposal o Supendsor for reviews

List any holidays, personal days andlor days missed this week:
«  Day off Thursday S8 Tharksgring Holiday
*  Personal Day Friday 59

. WEEKLY ANALYSIS [wirite a 1 % -2 page weekly analysis according to the Weekly Report instructions)




