Spring 2026 revision

[Company name]
HRD Internship Project Proposal


Student Name & ID Number	Semester	



Table of Contents/Folio

I.	Summary	X
II.	THE ORGANIZATION and Department	X
III.	PRoblem analysis	X
IV.	Performance Gap/pROJECT SCOPE	X
V.	SWOT ANALYSIS ORK BREAKDOWN STRUCTURE	X
VI.	WORK BREAKDOWN STRUCTURE	X
VII.	GANTT CHART	X
VIII.	BUDGET	X
IX.	COMMUNICATIONS PLAN	X

X.	sTAKEHOLDER CONTACT INFORMATION	X


Internship candidates: please update the page numbers to match those in your submission.











I. Summary
This section should provide information for readers who will not read the entire document but need an overview of the proposal. This should serve as a clear, high-level overview that enables the reader to quickly grasp the essence of the internship.
Although this section appears first in the document, write it last.
The summary should appear on a single page and remain on a separate page.
The summary should contain the following elements:
· Brief identification and purpose of your organization – sufficient information for the reviewer to understand the complexity of your internship organization.
· the name and type of organization
· the organization's revenue/budget, location, size, and industry

· Brief description of the organization’s performance gap (problem) and your proposed use of the ADDIE model to deliver your intervention/solution

· Explain, in brief, the value you will contribute to the organization and how the experience will support your growth.

· Description of how this internship meets the requirements to complete HRD 329
· Describe how, through this internship, you will meet the ~200-hour requirement.
· How this internship will leverage the learning you gained during your NEIU academic career
· (Include information that demonstrates your enthusiasm for this experience.) 






II.  The Organization
Describe the organization for which you are doing your internship project. 
                   The Department
Describe the department (if there is one) for which you are doing your internship project. 

III. Problem Analysis
Describe the organizational problem that requires an intervention. Address the potential consequences if the organization fails to address the problem.  

IV. Performance Gap/Project Scope
Clearly state the Performance Gap and define the project scope to address it.  Use the ADDIE model and describe, by phase, your plan for conducting your internship. List any constraints related to this project, and your assumptions about the project outcomes.  

V. SWOT Analysis
Using the Problem Analysis, Performance Gap, and Project Scope as your guide, describe the Strengths, Weaknesses, Opportunities, and Threats related to this organizational challenge.  
	Strengths 
· 
· 
· 
	Weaknesses 
· 
· 

	Opportunities 
· 
· 
· 
	Threats 
· 
· 
· 



VI. Work Breakdown Structure
Use the following table to outline the work you anticipate performing to complete your internship. Be sure to organize the tasks based on the ADDIE model. Include several tasks for each ADDIE phase. Include as many tasks as necessary to complete your table according to the model. (You will use these entries as the basis for your Gantt chart in the next section.)

Include a paragraph describing your table and its utility.
	Stages of Internship Management
	Tasks/Activities
	Start Date
	Finish Date

	Analysis
	 
	 
	 

	Analysis
	 
	 
	 

	Analysis
	 
	 
	 

	
	
	
	

	
	
	
	

	Design
	 
	 
	 

	Design
	 
	 
	 

	Design
	 
	 
	 

	
	
	
	

	
	
	
	

	Development
	 
	 
	 

	Development
	 
	 
	 

	Development
	 
	 
	 

	
	
	
	

	
	
	
	

	Implementation
	 
	 
	 

	Implementation
	 
	 
	 

	Implementation
	 
	 
	 

	
	
	
	

	
	
	
	

	Evaluation
	 
	 
	 

	Evaluation
	 
	 
	 

	Evaluation
	 
	 
	 

	
	
	
	

	
	
	
	

	
	
	
	



VII. Gantt Chart/Timetable
Include a Gantt chart, list the tasks/activities from your Work Breakdown Structure, and include sub-tasks (work activities) that you must complete for your successful internship. 
You may need to include a screenshot of a portion of your Gantt chart and a link so the reviewer can view the entire chart.

VIII. Budget
State the proposed financial value you bring to your internship site because of your work. 
IX. Communications Plan
Include an introductory paragraph explaining your Communications Plan table. 
	Stakeholders
	Communication Vehicle/Name
	Communication Vehicle Format
	Contact Person
	Due

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



X. Stakeholder Contact Information
Sponsor Name and title
Email
Phone number
Company Name and (physical) Address.
Your Name
Email
Phone number

Your NEIU Professor
Email
Phone number
2

