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Company Background
•At the University of Minnesota
•Outreach to MN Businesses

•Develop industry-tailored solutions
•Stop pollution at the source
•Increase efficiency
•No cost service
•Cost-share for intern program

•Save money on disposal and 
material costs
•Decrease regulatory compliance 
burden

•Intern program
•15-20 projects annually

•Program provides students with 
applicable work experience
•Projects offer in depth solutions for 
companies



Intern Program
•June-August
•500 hours
•Students are paired with a 
company
•Company advisors and MnTAP
advisors
•Solutions Report
•Symposium (today!)



My Project – Program Standard Operating 
Procedure (SOP)

Built two guides
Inward use

•MnTAP specific details
•Strictly SOP
•EX: specific grant information, pay 
structure, employee information

Outward
•Generalized
•For other organizations
•Written to be more of a how-to than 
an SOP

Goal:
Make it more easily understood by all 
employees

•Guide to pass down
•Ensure consistency
•Avoid confusion or mistakes

Allow for other organizations across 
the country to adapt it

•More learning opportunities for students!

Outcome
Two comprehensive guides that will 
allow for anyone to easily run or 
recreate the program



Approach
Mastering Word and memorizing file paths

Step 1: Examine existing materials
Step 2: Synthesize and update old materials
Step 3: Fill in the blanks
Step 4: Build an easy to follow guide structure
Step 5: Finalize content and design details



Step 1:
Examine existing materials

• Previous SOP Drafts
• SOP’s for specific aspects
• Old informal guides
• Advertisements

A little peek into what I was working with



Step 2: Synthesize and update 
old materials
Create one big document to compile all the info into



Step 3: Fill in the blanks
Produce and add all new content required



Step 4:
Build an easy to 
follow file structure 

• Use Word navigation tools 
to make the document 
interactive

• Order flows well
• Four phases



Four Phase Structure



Phase 1 - Recruiting

Document navigation tool



Phase 2 – Scope and Select

Document navigation tool



Phase 3 – Execute Program

Document navigation tool



Phase 4 – Report and Showcase



Step 5-
Finalize content and 
design details
• Proofread
• Check to make sure all 

necessary information is 
included

• Have others proofread to 
ensure it’s user friendly

• Outward-facing guide
• Finalizing content, format
• Targeting share date of 

end of Sept 2021

Example page



Personal Benefits
Learned a lot

•MnTAP and how technical 
assistance programs work

•How to run an amazing intern 
program

•Time management on large 
projects

•How to work remotely without 
getting (too) distracted



Company Applications –
Get your company involved!
Check out our website at https://mntap.umn.edu for more info on how to apply

https://mntap.umn.edu/
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