O INTERNSHIP USA/PROFESSIONAL CAREER TRAINING USA

ONLINE DS-7002 INSTRUCTIONS
FOR PARTICIPANTS

The Department of State recently released updates to SEVIS, the tracking system for J-1 Exchange
Visitors. In conjunction with this release, CIEE has transitioned the DS-7002 to an online format.

As part of your J-1 Intern/Trainee application, follow the steps below to complete the DS-7002.

Steps to Completing the DS-7002

1. Receive an email from CIEE asking you to invite the primary supervisor at your Host
Organization to complete the DS-7002 Training/Internship Placement Plan. Click on the
‘“Training Plan Link’ to get started.

(CIEE INTERNSHIP USA & PROFESSIONAL CAREER TRAINING USA

DS-7002 TRAINING/INTERNSHIP PLACEMENT PLAN

Dear IntemTrainee Sample,

Thank you for your interest in the J-1 Intem/Trainee Program! To get started on the DS-
7002 Training/intermnzhip Placement Plan you need fo invite a Primary Supervisor/Point of
Contact at your proposed Host Organization to complete this document. Your supenisar
will then login and complete some basic information about the Host Crganization, as well
az complete the phase pages of your training. The phases of your training will cutline the
=kills and objectives of your fraining program.

To invite your supervisor click the link below:
Training Plan Link

and fill in the contact information for your Supervisor. Yiour Supervizor will then receive
instructions on what they need to do to get things staried. You can continue to monitar your
D5-7002 Training/Internship Placement Plan's progress through this site. Once your
Supervizor has completed the documents, you will receive a notification to login and sign
the final version.

Participant user name:

Participant pagssword:

Thank you once again for your interest in the J-1 Intemship/Trainee Program!

W are looking forward to supporting your upcoming training expenence!
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INTERNSHIP USA/PROFESSIONAL CAREER TRAINING USA

ONLINE DS-7002 INSTRUCTIONS
FOR PARTICIPANTS

2. Login to the CIEE Exchange Programs portal using the log in information provided in the
invitation email.

CTee EXCHANGE PROGRAMS

LOGIN

User Name

LOGIN

Forgot your password?

3. The first screen will show you your program overview. Click on the grey box, either
Internship or Professional Career Training, at the top to view the details.

HOME

APPLICATIONS

==> INTERNSHIP 2015

StartDat= 01 August 2015
End Dat=  O1 November
2015

CIEE Example

Supervisor Last
Name

Signed By Participant
InternTraines Sample on 18 June 2015

(@ 12:15PM

AlC on 16 June 2015 @ 10:48AM

ciee.org

1-888-369-1620 trainees@ciee.org Updated 06-19-2015

20of 7
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ONLINE DS-7002 INSTRUCTIONS
FOR PARTICIPANTS

4. The left sidebar will list the next steps.

HOME INTERNTRAIMEE SAMPLE

INTERNTRAINEE SAMPLE
IRELAND / INTERNSHIP /

STEPS TO

P> COMPLETING THE

DS7002

PARTICIPANT INFORMATION

Update participant information

® A Primary Program
Supervisor/Point of Contact
nzads to be invited to
complete the Training
Internship/Placement Plan
The Primary Program
Supervisor can then invite

individual supervisors to
complete individual phase
pages if they chooze

PROGRAM DETAILS

Update program details

DATES

Update the Program and Training Plan related dates

5. Onthe right, you can expand the following sections to view additional information by

clicking ‘VIEW.” There are some required fields of information for you to complete in the

participant information and program details sections.

Participant information

Program details
Dates

HOME INTERNTRAINEE SAMPLE

INTERNTRAINEE SAMPLE

IRELAND / INTERNSHIP /

STEPS TO
COMPLETING THE
DS7002

» A Primary Program
Supervisor/Point of Contact
needs to be invited to
compleze the Training
Internship/Placement Plan

= The Primary Program
Supervisor can then invite
individusl superiisars to
zomplets individual phass
pages fthey chosss

PARTICIPANT INFORMATION

Update participant information

First Name City of Birth
InternTraines Dublin
Last Mame Country of Birth
Sample IRELAND
Middle Mame Date of Birth
oglogf9ge
CLOSE

PROGRAM DETAILS

Update program details

DATES

Updats the Brogram and Training Plan related datss

RESEND || PRINT

L
Email Addrass

electronicDS700z+intern@gmail.com

Gender

Femals @ Male

VIEW

VIEW

ciee.org
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ONLINE DS-7002 INSTRUCTIONS
FOR PARTICIPANTS

6. Next, click INVITE’ under main program supervisor to invite the supervisor at your Host
Organization who will be responsible for completing the DS-7002. Complete the three
required fields and click ‘SEND INVITATION.” This will send an email to the supervisor
inviting them to log in and complete the Training Plan.

INVITE PRIMARY SUPERVISOR

This is the supervisor that is being added to this Training Plan.
They will be sent an email invitation if they are not currently
associated with the Training Plan.

First name *

Last name *

7. Receive a message indicating an invitation has been successfully sent to the supervisor.

SUCCESS

The supervisor was sent an invitation.

8. If necessary, the main program supervisor contact information can be edited or changed.
There is also the option to resend the invitation.

MAIN PROGRAM SUPERVISOR/POC

Lastname Tidle Phane

Superviser Last Name

First name Emai

Supervisar electronicdsyooz+invite@gmallcom

EDIT CHANGE PRIMARY SUPERVISOR RESEND INVITE
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ONLINE DS-7002 INSTRUCTIONS
FOR PARTICIPANTS

9. After inviting the supervisor, the left sidebar will show the steps the supervisor must

complete before you are able to sign the Training Plan.

The DS-7ooz Trainingintemship
Placamant sfan s incomplece! One or
more filds require informazion.

Your training plan cannot be

signed because it s incomplers

DS-20tg start and end detes are raquired

A completad phase is raquired.

INTERNTRAINEE SAMPLE
IRELAND / INTERNSHIP /

SIGN THE
TRAINING PLAN

PARTICIPANT INFORMATION

Update participant information

PROGRAM DETAILS
Updacs program decsils

DATES
Updazs the Program and Training Plan related dates

RESEND || PRI

INT

VIEW

VIEW

10. Once the supervisor has completed the DS-7002, you will receive an email notification that
the DS-7002 is ready for you to view and sign. Click ‘VIEW’ in the placement plan section to
review the Training Plan. The Training Plan should provide a detailed understanding of your
goals and role during the training.

of skills developed in pravious phases

300 FORE ST

PLACEMENT PLAN

Each Training/inzernship Placement Plan should cover 2 definice period of time and should consist of definite phases of training or tasks performed with 2 specific objective for each phase. The
plan must alse contain information on how the traineesfinterns will accomplish those objectives (e.g. classes, individual instruction, shadowing). Each phase must build upen the previous phase

t0 show & progression in the traininginternship. Each fisld mus: be and should include individualized infarmation. Phases cznnot be duplicative of 2 parsicipant’s pricr experiznce or

PORTLAND, ME 04104200

o Name
Concentration for this phase

PRIMARY SITE OF ACTIVITY
CIEE EXAMPLE

Start End

08-01-2015 1012815

# VIEW MAKE PRIMARY

VIEW

ciee.org
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ONLINE DS-7002 INSTRUCTIONS
FOR PARTICIPANTS

11. While you will not be able to make edits to the Training Plan, your supervisor will. If edits
need to be made after reviewing the Training Plan, click ‘SEND BACK’ on the left sidebar,
which will open the Training Plan for your supervisor to edit. Please be sure to reach out to
your Host Organization to discuss the changes you would like to make.

INTERNTRAINEE SAMPLE oo | on
IRELAND / INTERNSHIP /

SIGN THE PARTICIPANT INFORMATION VIEW
TRAINING PLAN Update participant information

INT

The DS 7002 Trainirglrtemstip PROGRAM DETAILS VEW
Flacement Flan has been signad by the

Hast Orgerization. The participant’s Update program details

signeture s nesded.

Update the Program and Training Plan relsted dates

SEND BACK

12. When you are satisfied with the content of the Training Plan, sign the document by clicking
‘SIGN’ in the left sidebar. This will display a pop-up window. Read the terms of agreement
and check “I agree with the above.” Enter your full name, the date, and click ‘SIGN.

SIGN YOUR TRAINING PLAN

| carciy thas

1. | have reviewsd, understand, and will follow thiz Traininginternship Placement Plan
(TPPY;

2. lam entering into this Exchange Visitor Program in order to participate as a Trainee or
Intern as definested in this TAPP and not simply to engage in laber or worl within the
United States.

3 | undsrstand that the intant of the Exchangs Visitor Brogram is to allow me to enhancs

my skills and gain exposure to U.S. culture and business in a way that will be useful to me

when | recurn home upon completion of my program.

I understand that my internshipjtraining will take place only at the organization listed on

N

this TAPP and that working =t another organization while on the Exchange Visitor
Erogram is profibied

I will contact the Sponsor at the earliest available oppertunity regarding any concerns,
changes in, or deviations from this T/IPP.

I will respond in a timely way to all inquiries and monitoring activities of my sponsor.
1wl el all oF my spenssrs guidslines reguired far my participation in my aragram.
I will contact the U.S. Department of State’s Bureau of Educarional and Cultural Affairs
{ECA) at the earliest possible opportunity if | believe that my sponsor or supervisor (as

w

0o

set forth on page 3, section 4), is net providing me with a legitimate internship or
training, s delinesrad on my TAPP; and

o

I declare and affirm under penalty of perjury that the statements and information made
herein zre true and correct to the best of my knowledge, information and belief. The law
provides severs penalties for knowingly and wilfully fslsifing or concesling  maerial
fact, or using any false document in the submission of this form,

[ 1 sgrss with the sbave.

Type your name * Encer the date

CLOSE SIGN

ciee.org
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ONLINE DS-7002 INSTRUCTIONS
FOR PARTICIPANTS

13. Receive the following message:

TRAINING PLAN SIGNED

The Training Plan haz been successfully Signed.

Congratulations! There is nothing further needed from you regarding the Training Plan at
this time. If your Host Organization needs to make edits to your training during the review
and vetting of your application, you will receive email notification that you need to re-sign
your Training Plan.

14. The left sidebar will indicate that the Training Plan has been signed and that the next step is
for the Agent to review and submit the Training Plan to CIEE for processing.

HOME INTERMTRAINEE SAMPLE

INTERNTRAINEE SAMPLE resmvo || prnr
IRELAND / INTERNSHIP /

SIGN THE PARTICIPANT INFORMATION VIEW
TRAINING PLAN Update participant information
The D8-7c0z Traininglntamship PROGRAM DETAILS VIEW
Plecemant plen has been signed by the
erticipant The documsnt i resdyfor Update program details

Agert revisw and susmission

o

Updsts the Brogram and Training Plen relzssd detes

15. Congratulations! You have completed the online DS-7002. For updates on the status of your
application please contact your agent.
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