Spring 2026 - Revision
HRD 329 Internship Project Proposal Instructions

1. Please use the attached proposal template as it is presented. Ensure you complete each section. Do not skip a section; doing so may result in your proposal being rejected.
2. Do not try or expect to complete this proposal in one sitting. Break this significant work into bite-sized pieces. Use others to help you evaluate your work before submitting.
3. Be sure to:
a. Pay attention to the professional appearance of your submission – make sure you maintain the typeface and font size used in the template.
b. Spell check the document before you submit it.
c. Have your document read aloud to you by the computer or a friend. This is a best practice when writing/submitting important documents. (Search online for “Read Aloud” instructions for your software.)
4. Remove all instructions included in the template in red italicized lettering. This is included to help you but should not be included in your submission.
5. Submit your proposal in advance of the due date. Proposals submitted after the posted due date will not be accepted. Plan for unexpected events; don’t wait until the last week to write your proposal.

HRD 329 Internship Project Proposal Instructions by section

Cover sheet: Add your sponsoring organization’s name, your name, NEIU ID number, and the semester of your internship
Table of Contents/Folio: Complete this section just before you submit your internship proposal. Update the page numbers by section so the reviewer can quickly find the content in your proposal. Be sure to delete the instructions in red italicized lettering.
I. Summary: Complete this section after you have finished the other proposal sections. This should be a one-page write-up. This section should provide the reviewer with enough information that, if they read only this section, they would have a good understanding of your internship.  See the additional instructions on the template. Be sure to delete the instructions in red italicized lettering.

· The goal of this section is for you to encapsulate your internship on one page. This is challenging because you must prioritize your content to ensure that readers can understand and describe your internship after reading your summary.

II. The Organization: Describe the organization for which you will conduct your internship. Include data about the organization, its functions and offerings, how many employees, its revenue, and its organizational structure (an organizational chart is a plus). If your organization has many levels (e.g., a parent organization, sister organizations, multiple locations), include this information. 
· The goal is for you to help the reviewer understand the organization, organizational structure, and complexity in which you will be working.
Department: This is a subsection of the Organization section. If you are working in, for example, the Human Resources Department, provide a description of the department, including, but not limited to, its organizational and reporting structure (an organizational chart is a plus) and its function/mission. Be sure to include yourself in the structure. Describe the size and function/mission of the department for the organization. Ensure that you explain the value the department brings to the organization.
· The goal is for you to help the reviewer understand the environment and complexity in which you will be working.
III. Problem Analysis: This section poses the greatest challenge for students. This is the section in which you describe the problem within the organization that will be the focus of your internship to solve. To repeat, this is the section in which you describe the problem within the organization that will be the focus of your internship to improve
You may describe the problems with the labels as:
· “As is” state
· “Current State of Performance, “ 
Additionally, you must explain why it is essential to address this problem and how doing so benefits the organization.
Every section in this proposal is essential, but this section is key to your acceptance into the HRD 329 class. Devote significant time and effort to this section to support your argument that this experience will apply the learning from your undergraduate discipline.
· The goal is for you to describe the problem and why it is significant and will support a substantial internship.
IV. Performance Gap/Project Scope: Clearly state the performance gap and the scope of the project you are proposing. You will use the problem(s) identified in the previous section to concisely define the project scope and explain how you plan to use the ADDIE model (Analysis, Design, Development, Implementation, and Evaluation) to generate your outcomes and deliverables.
In completing an HRD internship, you must use the ADDIE model as your process guide. You should describe what you plan to do in each of the ADDIE phases of your internship. You should include sufficient content (paragraphs) for each phase, so the reviewer can see that you will apply the ADDIE model in your internship. List any constraints related to this project, and your assumptions about the project outcomes.
In effect, you should submit descriptions of your internship plans by the phases of the ADDIE model. There should be paragraphs on Analysis, Design, Development, Implementation, and Evaluation.
· The goal of this section is for the reader to understand how you will address/solve your organization’s problems by application of the ADDIE model, based on what you have learned.
WARNING: Do not provide specific deliverables (i.e., “job aid,” “Online video,” etc.) in this section of your proposal. Doing so will show the reviewer that you have jumped to conclusions before completing your analysis, design, and development phases. When defining the tangible outputs, stick to a high-level overview of the ADDIE Model. 
V. SWOT ANALYSIS: As a conclusion to your project scope section, complete a 2X2 SWOT graphic (Strengths/Weaknesses/Opportunities/Threats).  Include at least three relevant factors in each of the SWOT table boxes. 
· Strengths: Internal attributes or resources that support a successful outcome.
· Weaknesses: Internal factors that may hinder performance or outcomes.
· Opportunities: External conditions that could be advantageous for achieving goals.
· Threats: External challenges or obstacles that could negatively affect the organization.
· The goal is to focus your attention on the strategic aspects of your internship and the internal and external factors that could affect the success of your internship.
VI. Work Breakdown Structure: Use the content you created in your Project Scope section to complete the table provided. Begin this section with an introductory paragraph that describes the table's contents for the reviewer. You will populate the table with “tasks” organized by the ADDIE phases, and you will estimate your start and finish dates for each task. 
For example, you might describe the first task in the analysis phase to be “Clarify the performance problem.” Enter this in the table, then indicate the estimated start and finish dates for that task. Include as many tasks by phase that show the reviewer that your tasks are consistent with your plan, as described in the previous section. Add tasks that show that you know how to conduct your internship with the ADDIE model as your guide.
To prepare this section, you need to refer to the academic materials from your HRD classes. Additional resources may include: 
https://www.instructionaldesign.org/models/addie
https://www.aihr.com/blog/addie-model 
· The goal is for you to demonstrate how you plan to apply the ADDIE model during your internship to address the problem or close the gap you described in the Problem Analysis section.
VII. Gantt Chart/Timetable: Use the Tasks, start and finish dates from the Work Breakdown Structure table to populate your Gantt chart.  Your Gantt chart should be a horizontal bar chart that shows your activities over the duration of your internship. If you need a reminder of how to create a Gantt chart, search YouTube for a tutorial on “How to make a Gantt chart.”
The advantages of your Gantt chart are simplicity, integration of project management strengths, tracking, and milestone identification.   
· The goal of this section is to provide the reviewer and you with a graphical depiction of your internship. This is a snapshot of your internship and the semester.
VIII. Budget: State the proposed financial value you and your work bring to your internship site. 
Include the value of the cost savings gained by you doing this work rather than hiring a consultant or an employee. You can estimate the cost of having a consultant do this work. You can estimate the total cost of this project by setting an hourly rate and multiplying it by 200 (hours). Alternatively, you can estimate the cost of having an employee perform this work while communicating that, during this period, something else is not being done. This is called opportunity cost and reflects the added value you provide.
Additionally, include an estimate of the financial impact of having you perform this work. Focus on another set of “opportunity costs” and the savings achieved by having trained employees rather than untrained ones (consider the costs of mistakes, unhappiness, wasted paid time, and interruptions to other employees, etc.).
· The goal of this effort is to measure, acknowledge, and demonstrate your focus on the value you deliver to your organization during your internship.

IX. Communications Plan: List the key personnel you will communicate with to conduct and complete your internship successfully.  Additionally, describe what you expect to be your communication vehicles (i.e., email, Zoom calls, phone calls, monthly reports, etc.) for communicating with these personnel. Remember to include key NEIU personnel on your table.
· The goal of this section is for you to show the reviewer that you have thought through the communication process and contacts that will help you optimize your internship experience.
WARNING: Do not give this section a short shrift. During your internship, communication is critical to success. Plan to use communication as an accelerator, not a roadblock, to your success!
X. Stakeholder Contact Information: Include your sponsor’s name, title, email, and phone number. Include your organization’s name, address, and your internship location. Also, include your contact information so that the reviewer can reach you if needed. 
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