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Sample Project Plan
Adapted from the Society for Human Resource Management

Using the SMART Goal approach, use this template to outline your intern’s project with the aim of creating achievable goal(s).  

Tips: 
· Create this early on in the internship. 
· Create a plan with your intern to collaborate and foster ownership. 
· Be flexible and revisit this plan regularly, updating as needed. 

-------------------------- 

Intern Name: 						Supervisor Name:  
Date: 							Project Name:  
Brief Description:  
 
Week #: [Dates] 

	Key Objective 
	 
 

	Goal(s) 
	Be specific, make it measurable and achievable, and relevant to the key objective and overall project. 
 

	Task(s) 
	The action(s) an intern, or supervisor, will take to achieve stated goals. 
 

	Resource(s) Needed 
	This could include employees on the team or across departments, relevant documents or materials, access to software, tools, or platforms, data, etc. 
 

	Deadline(s) 
	 


 
Week #: [Dates] 

	Key Objective 
	 

	Goal(s) 
	 

	Task(s) 
	 

	Resource(s) Needed 
	 

	Deadline(s) 
	 


 
Intern Signature: ___________________________________ 

Supervisor Signature: _______________________________  
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