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This publication was prepared by the INTOSAI CapacBuilding Committee —
Subcommittee 2 According to the strategic plan of INTOSAI 200812 Goal 2, the main
tasks of the Capacity Building Committee (CBC) taréuild the capabilities and professional
capacities of Supreme Audit Institutions (SAls)otlgh training, technical assistance and
other development activities. The Subcommittee asdéevelop advisory and consulting
services by:

* Developing a database of experts and investigator the public finance field.
Professionals working today in different SAls, adllvas recently retired SAI staff, may
be available to perform consulting and advisoryedit

» Encouraging joint and coordinated or paralleliang programs. Joint programs are
useful to validate methodologies, generate guidsliand improve processes;

» Encouraging internship and visit programs. Thegpams would facilitate the visit of
professionals from other SAls to share or receureent knowledge in innovative audit
areas.

This publication may be downloaded free of chargemf the INTOSAI website
http://www.intosai.orgPermission is granted to copy and distribute thiblipation, giving
appropriate credit, provided that such copies areatademic, personal or professional use
and are not sold or used for commercial gain.
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1 Introduction

In contemporary times, every modern organizatiohighly dependent on knowledge and
expertise. These are the means which help an emgte value. Knowledge and expertise
are the basis for every activity that an organtmaperforms and can be found everywhere in
and around an organization. Within the organizaiaontext, experts are the repositories of
knowledge and expertise who strongly influence woitional performance. Thus,

knowledge and expertise are decisive resourcesganational value creation and experts

are influential actors in organizational decisioakimg.

Modern organizations emphasize continuous knowlgutgduction and distribution to build
and strengthen their capacity for constantly cngatialue. Continuing Professional Education
(CPE) is one of the instruments for production xjpext knowledge within an organization.
This technique targets upon engaging in serviceniokcareer professionals in educational
pursuits with the goal of enhancing their profesaloknowledge and skills to professional
development after they have completed their foredaication. The CPE experience may take
place within an organization and among organizatistriving to achieve similar objectives,

by transfer of knowledge through experience-sharing

Promotion of capacity-building activities aiming @ansfer of expert knowledge through
exchange programs among organizations is not a idea; however, the concept of
instituting internship experience for in-service pdayees of organizations with similar

objectives is unique.

The purpose of these Guidelines is to provide Stk a basis for understanding the nature
and operation of internship programs. This basistended to provide a starting point from
which each SAI can create their own approach tostisfactory management of internship
programs within the context of each SAI's juristhat and mandate. It is therefore a very
important tool for the further development of s@nilGuidelines by other SAls. The
Guidelines are based on best management pracigtdked from the experience of various
international organizations. These Guidelines c&mgnsively embrace all possible aspects

of managing internship programs and managing lagrexperience for interns.



2 What is an internship program?

2.1 What is an internship program according to INTC5AI?

An internship program is a planned and structunéthtive that facilitates the short-
term attachment of professionals from one or makis $0 other SAI (s) for sharing
or receiving current knowledge in innovative awditas. An internship is an applied
academic experience facilitated by a SAIl (host) tfteg mid-career professionals
(employees) of other SAls (beneficiary). An intémipsentails a full-time work for a
minimum of six weeks directed and evaluated by alifijed professional and with
appropriate supervision by an on-site professioAal.internship experience takes
place in a professional environment under the j@opervision of host and

beneficiary SAls.

An internship program aims at promoting increasagacity building of INTOSAI

members through experience sharing and transfenafledge.

2.2 What is an internship?

Goal 2 of the strategic plan of INTOSAI 2005-20b@uses on institutional capacity
building activities of direct relevance to the méapof INTOSAI members. From the
perspective of the INTOSAI, an internship providetrns the opportunity to build
upon, apply, and assess the concepts that are opedelthrough professional
knowledge and to further the interns’ professiogadbwth through a meaningful
“hands-on” job experience. The internship expemeunsually involves exposure to an
innovative, new technique, and/or methodology fpatticular aspect of public sector

auditing.

In particular, the internship experience leads to:
a. Increased professional skills
b. Increased confidence in himself or herself ankii$ or her abilities

c. Greater familiarity with the business environten



d. Enhanced knowledge of a specific disciplinegtstgies, techniques, methodologies
e. Deeper appreciation of the key role of commuraoaskills in business

f. Greater insight into the interactions betweeakesholders as a critical factor in being
successful in profession

g. Better understanding of imperatives for workwgh multi-disciplinary, multi-
lingual and multi-ethnic teams

h. Expanded network of professionals

i. Increased relevancy of subsequent training

2.3 What is the objective of an internship program?

The internship program attempts to foster transfelkknowledge and experience-
sharing among SAls with the overall aim of promgtincreased capacity building of
INTOSAI members. The internship program also caterhe objective of facilitating

continuing professional education of interns inpecsalized area of public sector
auditing. Further, internships may help internsuibtheir specialization interests and
offer them exposure to auditing skills and teche&uhat the training room cannot

provide.

An internship program furthers development of at@ncore of values, attitudes,
skills and professional knowledge among internsaddition to providing the interns
with the opportunity to add depth and relevancethtomore traditional training room
work, internships enhance impact of academic legras well as allowing interns to

improve upon their professional networking.

2.4 What is the special feature of an internship?

INTOSAI considers an internship to be a structuaed supervised, capstone work
experience for professionals outside their pareAl. She internship program
establishes a three-way partnership agreement amdoeneficiary SAI, a host SAIl
and an intern whereby the latter receives traioing practical nature in his or her area
of interest under the supervision and guidance gualified professional in some

aspect of public sector auditing. Supervised irgieim experiences provide an



opportunity for the intern to synthesize, transd@d apply learning gained through
previous study and practice to all phases of tamzation’s operation.

2.5 What are the expectations from an internship psgram?

a. The internship should be a new experience, aodld lead to new learning or

growth for the intern and contribute toward theeints professional work.

b. The internship should provide realistic expodareareer experiences in the intern’s
chosen professional area of specialization, egification audit, performance audit,

audit of authority with compliance, audit of com@usystems.

c. The internship assignments should be substaari@lpractical, including analysis,

evaluation, and application of applicable auditogcepts.

d. While providing an educational experience thatmplements an intern’s

professional knowledge and skills, the internshiyputd also provide value-added

elements to the host organization.

2.6 How can a host SAI benefit from its internshigrogram?

Where interns seek learning opportunities throughirgernship program, the SAI
offering internship program also receives valuetamid by the input of experienced
and qualified interns to its professional knowledg®d practices in public sector
auditing. The opportunity to share information axgertise with interns from diverse
regions and experience can be beneficial to thé 8% who enjoys the mentoring

process.

Tangible benefits for host SAI include: (a) Acceéssa pool of motivated, creative
potential interns throughout the year (b) increasédity to identify and engage
experienced interns with state-of-the-art skillsimitiatives which requires consistent

review and up-gradation.

2.7 How can a SAI benefit by sending its employeé&s an internship
program?



Among INTOSAI member SAls, many are known for theiperience in one or more
areas of audit such as audit of public debt, aoflprivatization, audit of value for
money, environmental audit, audit of internal cohemvironment, etc. The internship
program encourages transfer of such expertise arfdig. A SAIl that nominates
professionals from its workforce to undergo anrnmsip program with another SAI
will benefit by the outcome of the learning expede attained by the interns. This will
ultimately help enhance the professional knowledge skills of an SAIl and impact

upon its performance.

3 How to manage the internship program?

3.1 How to identify work areas in which internshipopportunities can be
offered?

A SAl, as the best judge of its strengths and msitmal expertise, should identify the
specific areas relating to its professional worbnsidered cutting-edge. Clearly, the
fundamental basis of expert knowledge is the qualitd extent of the individual
knowledge stored and accumulated in its instit@ianemory, as well as its use in
analyzing specific tasks and solving context-oednproblems. Areas of expertise are
often well-institutionalized within a SAI as a diteoutcome of research, development,
practice and training. Employees of SAls are cadily selecting and converting
information to knowledge and expertise and themgisihat expertise to make

decisions and shape events within the organizatmahtheir respective countries.

The exchange of knowledge in these key areas ofrage is likely to enhance the
professional knowledge and skills of other SAls angact upon their performance.

In selecting the areas for creating internship opmities, a SAI should ensure that
adequate institutional arrangements are in place pfomoting the objective of
knowledge transfer. The internship program shoaltehithe potential to spark activity
or catalyze action and have a significant impaataiedidates work. Simultaneously, it

should have clear goals of what the interns aregytm accomplish.



3.2 What does the host SAI need to offer an internim order to make the
experiential learning successful?

a. Career-related work that is sufficiently chadjeng to mid-career professionals

b. The work should support the mission of the msérp site, while enriching the

intern’s professional experience.

c. A staff member who is willing to assist with theofessional, creative development
and mentoring of interns. This person should bégaed to supervise and provide
guidance on a regular basis.

d. A clear description of the job or project in aiithe intern will be participating.

e. A general description should be provided inrdwuest for intern form and a more
detailed description should be developed as pahefnternship Contract.

f. An opportunity for the intern to achieve persidearning goals.

g. Regular feedback and follow-up with the intem énsure they understand
expectations and have the opportunity to ask questi

h. A safe working environment. Internship sites eagrto abide by appropriate
standards of professional conduct and should be #blprovide a functional and

healthy work space.

i. Free work space and stationery, access to a-pmtessing machine, internet
connection, printer and photocopying machine.

J. Interns must be made aware of any possible Ihealtsafety risks involved in the

work and during the stay in host SAI country.

k. Gender-sensitive and harassment free environment

3.3 How to notify internship opportunities?

A SAI may notify the existing internship opportieg by creating a permanent
webpage on its website. The page should includesdbpe and duration of internship
program, internship policy, application form, copy standard internship contract
agreement and closing date for receipt of appboatorms. The particular areas of
specialization where the internship opportunitiesste must be indicated in the
announcement of internship program. The informationnternship programs may be

posted to INTOSAI members by courier.



3.4 What should the eligibility requirements for anintern be?

The eligibility requirements of an intern are:

a. Employee of an INTOSAI member SAI at a mid-capssition.

b. Recommendation from a SAI from the INTOSAI.

c. Citizenship of a country whose SAl is a memddNd OSAL.

d. A bachelor/masters degree from an accreditddgmbr university.

e. Proficient in the official language of the h8gtl/ internship program.

g. Good level of computer proficiency (includingdvbsoft Office applications.)

h. Excellent interactive and interpersonal skillsdathe ability to work in a

multicultural environment.

3.5 What does the application process involve?

The SAIl should request applications for an inteimsprogram on a standard
application form. Applicants for internships mu#t asked to include the following
documentation with the applications:

a. Duly completed Internship application form.

b. Nomination letter from the sponsoring SAI.

c. Copy of the most recent CV.

d. Proof of knowledge of languages and level ofipiency.

e. A letter of endorsement from a senior professliovho has directly supervised the
applicant in the recent past and who is fully aaopeal with the applicant’s
performance.

f. A brief paper setting out the reasons why hela is seeking an internship with the

SAl and what is expected from the experience.

3.6 How will the applications for internships be ealuated?

All applications for internships should be keptaim internal database open for review
by professional staff looking for suitable interrishe selection process should be
guided by transparent and standardized criteridecBen should be an ongoing
process and only successful applicants should beacted.



3.7 What is the ideal duration of an internship?

An internship may last from a minimum of six to ligwveeks. Each SAI may
determine the duration of an internship program smering the particular
requirements of the area of expertise in which ititernship is offered and the

required exposure level of prospective interns.

3.8 What should the frequency of the internship prgram during a calendar
year be?

SAls are encouraged to design their internshipnargas an ongoing activity, running
throughout the year, with specific cohorts of ingercoming and graduating. An
ongoing internship program may be divided in fowharts: October-December,
January-March, April-July, and August-October. Hees this may not be convenient
for many SAls given capacity and resources linotadi Therefore, frequency of

internship program during a calendar year will depepon the convenience of a SAI.

3.9 What is the maximum number of interns that a SAmay host?

The number of interns that a SAI may like to host e@epend upon (i) the capacity of
the host SAI and (ii) the number of dedicated supers that a SAI may provide for

its internship program.

3.10 What will the status of an intern in host SAbe?

Interns are considered gratis personnel. They atestaff members and may not
represent the host SAI in any official capacityeTgurpose of the Internship Program
is not to lead to further employment with the h&#l but to promote capacity

building among INTOSAI members. Therefore, thereusth be no expectation of

employment at the end of an internship. Internsnotiapply for consultant positions

in the host SAI during the period of their interipshThere must be minimum 12

months break after internship before the formeerimtcan sign any type of contract
with the SAIl where he or she has served as annintfls should discourage any
practice involving sending interns on official @agsnents.



3.11 Who will pay the interns?

The employer SAI will be responsible for all expesnselating to remuneration, per
diem, subsistence, international/domestic travatjdentals, boarding, lodging and

medical treatment of interns during the periodhaf internship.

3.12 Who will be responsible for health and medicahsurance
requirements of interns?

Host SAls should not accept any responsibility theg medical and life insurance of
the intern or costs arising from accidents andloess incurred during an internship.
Applicants for internship must therefore carry ageig and regular medical and life
insurance. Proof of medical coverage must be peavid the host SAI before the start

of the internship.

4 How to manage the learning experience for interrs

4.1 How to design and develop learning activitie®f interns?

Learning activities for interns should be desigraed developed in relation to the
internship objectives. The learning activities miaglude assignments, briefings,
visits, on-site attachments and the like. Thesavides should constitute new,
meaningful, and challenging experiences, and shbeldletermined by a program
supervisor in consultation with site supervisor ahd intern. It is important that
activities are defined in a precise manner on aklyeeasis throughout the span of
internship experience. While the detail of mostha activities will be determined by
the site supervisor, the program supervisor maytlasknterns to follow through on
other activities (reading, research, interviewirgc.) that will add an additional

dimension to the internship.



4.2 How will the interns be supervised and guided?

Interns should be mentored and supervised by ar&rogupervisor and a Site
Supervisor. While the Program Supervisor providessaltation and oversight of
the learning experience, the Site Supervisor seage® mentor for guiding the

interns at internship site.

Program Supervisor

The Program Supervisor for the internship prograommitted to the goals and
values of experiential learning, is in-charge of thternship program overall. The
Program Supervisor is available to assist intemgheir internship goals and

objectives.

Responsibilities of the supervisor include:

i. Administering internship program’s policies gmebcedures and assisting the interns
in preparation for the internship experience.

ii. Instituting procedures for placement of inteaisites.

iii. Evaluating existing internship sites and war§gito constantly upgrade the quality
of the internship.

iv. Formulating the outline of the internship plan each intern.

v. Holding orientation briefings with interns tdfamm them of their responsibilities,
requirements, and reporting procedures.

vi. Serving as the resource person for the SAlthadntern.

vii. Clarifying the SAI's responsibilities, requireents, and reporting procedures.
viii. Developing the learning experiences, requieeits, and materials to be used by
the intern during their internship.

ix. Developing and maintaining information filesatlcan be used by prospective
interns in their search for appropriate interns@tiings.

X. Consistently meeting with interns at arrangetes throughout the internship
periods in order to monitor and evaluate prograsd,giving advice when needed.
xi. Maintaining direct and open communication wiibth the intern and the Site

Supervisor



Ste Supervisor

The site supervisor, one for each site to whicingarn is attached is responsible for:
i. Formulating a detailed internship plan for eadiern per respective site.

ii. Developing learning contracts for interns conitag the internship goals and
objectives, a description of the internship jolsatgtion of the special project, and
developing description of the intern’s job respoiigies.

iii. Providing experiential learning opportunitissthe intern.

iv. Supervising the intern’s work and completing thid-term and final evaluations.

v. Keeping the Program Supervisor informed on psgiof the internship program.

4.3 What documents must the interns submit at thedginning of their
internship?

On the day of their arrival before commencing tlegknnterns may be asked to
submit:

i. Signed " Internship contract agreement” form.

ii. Confirmed and signed copy of a “Medical cedifte of good health” from a
recognized physician.

iii. Proof of medical insurance valid in the hosuatry.

iv. Proof of life/accident insurance for locatianswhich internship will be carried

out.

4.4 What should the interns be briefed on day one?

On the first day of the internship program, thetH&&l should primarily focus on
explaining the details of the internship and matghthe interests and activities of
the interns to the learning program. The day omefibg for interns should include:
i. Introduction to the SAl.
il. Introduction to the units where the internsle placed.
lii. Introduction to supervisors and mentors.
iv. Presentation of the goals of the internshipgpam.
v. Discussion of the goals and expectations froenrkerns.
vi. Discussion of the work plan.

vii. Expected outcomes.



viii. Deliverables or plan for following activitiethat are tied to the goals (e.qg. if the
visit is to learn about environmental audit, inseoould commit to undertaking an
environmental audit for review by host SAI/ coomatiors and others within 6
months of the completion of internship).

ix. Tips on living in host countries.

4.5 How to make the intern acquainted with the hosBAI?

During the first week of the internship prograne tiost SAI should focus on making
the intern acquainted with the SAI's organizatiol &s main areas of work. The
briefing for the interns could include

i. Lecture/ paper by the organizational department.

ii. Lecture/ paper by the fundamental affairs unit.

iii. Lecture/ paper by the international relations unit.

4.6 What are the expectations from interns?

The interns are expected to:

i. Respect the laws, customs and values of theduasttry.

ii. Demonstrate adherence to professional andatkiandards.

iii. Understand and respect the host SAI's goalgragessional.

iv. Work as professionals with un-biased, non-garti non-parochial, and non-racial
views and beliefs.

v. Present a professional manner and willingnesstaplete internship
responsibilities.

vi. Be conscious of the fact that colleagues in 1828 must produce work to meet
deadlines and satisfy their organization, whilewdtaneously mentoring interns.

vii. Express willingness to develop new skills adalities to enhance the impact of
their work.

viii. Direct any questions regarding specific date the internship environment only
to their supervisor.

ix. Communicate regularly with the supervisors @itim person or by phone or email

to keep them up to date about how the internshgpagressing.



x. Complete the internship evaluation form for fietinterns to review the internship
experience.
Xi. Introduce, practice and promote in their emplo8Al what they learn and acquire

during the internship experience.

4.7 What the interns are not expected to do?

The host SAl is not expected to utilize serviceamintern as a low-cost, short term
solution to handle increased workloads and complegsled projects; therefore, the
interns should not be involved as help in:

i. Preparation of workshops/seminars.

il. Research work.

iii. Writing documents not related to the scopentérnship.

iv. Cataloguing information.

v. Engage in interpreter assignments.

4.8 How will the intern provide feedback on the inérnship experience?

The interns should be required to produce evidesfcaew learning and insights

gained from the internship; and evaluate the irst@pmexperience in a well developed

report form. A narrative report evaluating intenpsbexperience must include standard

gueries about:

i. Introduction and internship summary: Where, wihdty?

ii. Goals and Objectives: Were they met and how so?

iii. Critique of the organization and its mission.

iv. How did the experience differ from the expeictas?

v. New skills and information gained.

vi. The biggest challenges of the internship.

vii. Difficulties encountered.

viii. Connection with past work experiences.

ix. Connection with academic focus.

X. Steps taken by intern to make sure he or she aalde to the work of the host SAI.

Xi. The satisfaction level of the intern about guide and supervision by the mentor
and supervisor.



xii. How the new skills acquired during internshigl help the intern in his or her
work at the sponsoring SAI.
xiii. Relevance with Human Ecology.

xiv. Influence on future plans.

Additionally, the interns may be asked to reflecttioe following:

i. First day at the internship site.

ii. Adequacy of language ability and how it deveddp

iii. The most important benefits of the internshipersonally and professionally.
iv. How intern’s impression of the country changedhe course of his or her
internship, what the intern wish to have known betee or she arrived.

v. An overview of the daily routine.

vi. Tips for future interns, who will be living ithe same city/country, on

transportation, money, entertainment, culture, mguarrangements and the like.

The feedback from interns should be held confidgérand be used only for improving the

guality and contents of the internship program pags.



