Traineeship Questionnaire: Earmark and Visa Only Exchange
Instruction Page

Question 1—This is an explanation of what the position accomplishes for your company.
It can be based on increased diversity in the workplace, cost savings, project management, sales,
technology management, etc.

Question 2—This part is not a job description; it lets the trainee know what they are going to learn
(specific and general) from the work experience.
EXAMPLE:
e Learn how to determine if an information systems audit is necessary and how to do an IS audit
e Develop skills in IS design, database programming and project management. Work with SOL
databases and HTML.
e Learn the importance of IS within the corporate structure
e Learn how the IS department reacts and works with all other departments in a corporation.

Question 3—This provides an understanding of daily tasks that the trainee will do to achieve their training.
EXAMPLE: The trainee will work in the IS department doing IS management for other departments in the
company. He or she will communicate with non-technical coworkers to determine needs across the
company in regards to IS. The trainee will also help non-technical employees implement systems into
their department to assist these departments in business strategy, documentation and project management.

Question 4—Please complete a detailed training plan should for the traineeship. This is a government requirement
for the J exchange program. The detailed training plan should be broken down into specific phases, with
the objectives of each of the phases, and the various tasks the trainee would perform to meet those
objectives. The phases presented must reflect progression of the training program. See the example
below. A separate attachment may be used if more space is needed.

EXAMPLE

January: Objective: Basic training on US tax laws and procedures.

The trainees will be provided all necessary training with the objective to prepare for the role of tax
specialist. The initial training course is an intense, formal 3-week program. The first 2 weeks are
dedicated to an interactive self-learning online training module that familiarizes them with the company’s
custom tax software. This module also teaches the various aspects of US and international tax law the
trainees must be familiar with to continue with their hands-on training. The third week consists of general
training for new interns.

February: Objective: Implement basic training and progress to next training stage.

Trainees will begin utilizing their learned knowledge from January to understand and train on expatriate
tax forms in a hands-on environment. An experienced senior associate who will review their output for
accuracy and provide feedback to trainees will provide further instruction and supervision. This person
will be their mentor for the duration of the training period. Training will be refined to cover those areas
the trainees are having difficulty with.

March: Objective: Learn alien taxation laws and procedures
Trainees will be introduced to the area of alien taxation and tax return procedures. Basic international tax
treaties and foreign expatriate tax laws will be covered. Supervision and feedback will be provided as in

the February model.
April: Objective: Merge expatriate and alien taxation

Trainees will merge the two areas of taxation expertise they have been trained on. Evaluation of their
learning will be based on accuracy and efficiency in completing client tax returns under the supervision of
a senior associate. In addition, they will learn the process for filing tax return extension requests.
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Traineeship Questionnaire

Company Information

Company: Telephone:
Manager responsible for Trainee Fax:
Mailing Address: E-mail:
Web Page:
Type of Business:
Number of employees at this location:

Traineeship Conditions

Minimum number of weeks: Maximum number of weeks:

Earliest start date: Latest start date:

Working hours: Total hours per week: 40 Are weekends free? Yes
Salary per month: Salary is payable (weekly, twice monthly, etc.): bi-weekly
Will the trainees be subject to a medical exam or drug test upon arrival?No

Any other benefits such as housing, insurance, etc. (optional):

Traineeship Information

Please use the following questions as a guideline to fully describe the traineeship on the next two pages. Please add
additional information if you feel it will better describe the requirements of the traineeship. The more information provided
the better.

1.  Why is your company using the AIESEC program?

2. How will this traineeship improve the skills of your candidate?
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Why has your company chosen this candidate for the traineeship?

Please describe in detail what orientation, training, evaluation, and supervision that will be provided for the trainee.
Please include specific detail on how the trainee will be oriented to the company, the department, how they will learn the
skills indicated above and how successful learning of the skills will be measured. Please write the detailed training plan
by breaking it down into phases (month-to-month), this is to demonstrate the traineeship quality and progression of skills
for the duration of the traineeship. An example page is included in this packet; please use an additional sheet if
necessary.
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Visa Information Form

J-1 Applicant Information

To be completed before submission of documents to AIESEC US.

First Name: Last Name:

Gender: Date of Birth (m/d/yyyy):
City and Country of citizenship: City and Country of birth:
Phone: Fax:

E-mail:

University Attended:

Degree earned and year of graduation:

Mailing Address to send visa to:

J-2 Applicant Information
For immediate family of the J-1 visa holder if accompanying on the traineeship.
Provide information as below for each J-2 applicant.

First Name: Last Name:

Gender: Date of Birth (m/d/yyyy):

City and Country of citizenship: City and Country of birth:

Relationship to J-1 applicant: [ ] Check here if the J-2 and J-1 applicant will be

applying at the U.S. consulate together and traveling
together.
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This is an agreement between AIESEC United States, Inc. and stipulates that AIESEC United States, Inc. is to provide sponsorship of
the J-1 visa for a qualified candidate who will train in the above named company.

Company Responsibilities

For each trainee requested, the company agrees to:

*  Provide a meaningful skill building and cultural experience for a foreign trainee for eight weeks to 18 months.

. Pay the tax-deductible administrative fee of $2000 for a business traineeship or $2500 for a technical or engineering traineeship

¢ Notify AIESEC United States, Inc. of any changes to the company’s training plan, office location or other status change to the
traineeship.

. Provide a stipend to the trainee of at least the minimum stated on Page One to cover living expenses, based on the cost of living at
location, traineeship responsibilities, and qualifications of the trainee

. Provide feedback to AIESEC United States, Inc. and the trainee via evaluations to be completed at mid-term of the traineeship and
within the last month of the traineeship

. Comply with the federal regulations, spirit and intent of the J-1 Visa program. This includes not offering trainees the option of
converting to any other type of visa at the end of the traineeship.

AIESEC United States, Inc. Responsibilities

For each trainee, AIESEC United States, Inc. agrees to:

. Provide the paperwork needed for a trainee to apply for a J-1 Visa

*  Provide support for the trainee in forms of answering questions, cultural adjustments, and communication
. Serve as a liaison between the United States Department of State, the company, and the trainee

Insurance
The company is not responsible for providing insurance to AIESEC trainees. AIESEC trainees are responsible for purchasing medical
insurance and must furnish proof to AIESEC United States, Inc within one month of their traineeship.

Mandatory Traineeship Documentation

Upon initiation into the AIESEC program, the company must provide mandatory traineeship documentation. These documents will
consist of: acceptance letter addressed to AIESEC Officer (template provided) signed on company letterhead stating the trainee’s name,
nationality, specific start date and end date of the traineeship (not surpassing 18 months), supervisor’s name, type of training, monthly
stipend and total amount of stipend to be paid for the duration of the traineeship; the completed Traineeship Questionnaire, including a
detailed training plan for the trainee; contract signed and dated. All these documents must be sent to AIESEC United States, Inc.

Within one month of the traineeship, AIESEC United States must also receive the information of the Reception Verification Form
(copies of Social Security card, visa in passport, [-94 and proof of health insurance)

Refund Policy
The company may only request a refund of the administrative fee for a specific traineeship prior to AIESEC United States, Inc. issuance
of the IAP-66. The administrative fee will not be refunded after the IAP-66 has been issued.

Extensions or Early Termination of the Traineeship

A traineeship may be extended, but for no more than 18 months total for the traineeship. To do so, contact your Aiesec representative
to request the Extension Application Packet at least 90 days before the trainee’s current end date. A fee of $500 will be assessed to
recoup the cost of processing the request. The completed extension application must be submitted to the State Dept. for approval.

To terminate a traineeship early, we must receive a letter on company letterhead stating the trainee’s name, reason for early termination,
and the new end date. A company official and the trainee must sign this letter.

Agreement

The company hereby agrees to participate in the AIESEC exchange program and to fulfill the responsibilities stated herein; the
company shall provide the position outlined in the details and requirements specified in the preceding pages and for the period of time
specified. The company shall pay to AIESEC United States, Inc. a tax-deductible administrative fee of $2000 for a business traineeship
and/or $2500 for a technical or engineering traineeship prior to the issuance of the paperwork needed to apply for a J-1 Visa. The
company shall comply with the federal regulations, sprit and intent of the J-1 Visa program.

AIESEC United States, Inc. hereby undertakes the responsibility to sponsor this candidate for the company specified on these pages.
**This agreement shall expire after two years from the date below.

SIGNATURE OF COMPANY OFFICIAL AIESEC SIGNATURE
NAME (Please print) NAME (Please print)
Date:
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