Internship Proposal Template 
[bookmark: _GoBack]
Intern’s Name:  
Job title:  
Project Start Date: 
Project Duration: 
Intern Supervisor:

Project Description: 
Provide a complete definition of the project. Be sure to clearly explain the problem that the intern will work on.
Project Goals: 
What is the ideal outcome of this project? What will the intern gain from working on this project? 
Project Skills: 
What skills are required for this project? What skills will the intern gain from completing this project? What tool/resources will the intern need? 
Duties and Tasks (Action Plan):
Describe the intern’s course of action and identify any foreseeable obstacles.  Consider the following when defining responsibilities:  processes, planning, executing, monitoring, reporting, communicating, managing people, resources, activities, money, information, communications, time. 
Evaluation and Project Completion: 
Describe how the success with the internship will be defined. Also explain how the intern’s performance will be evaluated.   
Pay and Benefits 
List all benefits the intern will gain from working for your organization. Even if you do not have a salary, it is good to list potential benefits to the intern (e.g. free tickets, access to a great learning environment, etc.) 
Overview of the Organization: 
Describe the organization.  What is their mission? Size (budget and staff)? Location? structure of the organization?  Also, give other relevant information.  
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