
 
 

NYC Department of Education 
2016 Summer Internship Program 

Project Form 
 
INTERNSHIP TITLE: 

IT Procurement Intern 

 
DIVISION/OFFICE: 

Division of Contract and Purchasing – IT Procurement unit 

 
ADDRESS: 

65 Court Street, room 1201, Brooklyn, NY 11201 

 
OFFICE DESCRIPTION: 

The IT Procurement Unit runs competitive procurements to find vendors who can provide goods 
or services to the benefit of the school system at large. 
 

 
INTERNSHIP RESPONSIBILIES: 

 
The intern, under supervision and in partnership with key personnel from the IT group, would 
assist with the IT unit’s archiving database project by: 
 

 Setting up the data tracking process 

 Categorizing procurements 

 Verifying integrity of data 

 Assist group members with contracting tasks 
 

 
QUALIFICATIONS/SPECIAL SKILLS/AREA OF STUDY: 

Some experience with MS Excel or Word is helpful but not necessary 
 

 
SALARY INFORMATION: 

This is an unpaid internship.  

 
ADDITIONAL INFORMATION/COMMENTS (Optional): 

 
 

 


