Intern Project Scope Template
1. Project Title
☐ Title of Project:
2. Project Summary (2–4 sentences)
Provide a concise overview of the project, including its purpose and expected impact.
Example: This project will support the Marketing Team by analyzing engagement metrics and producing recommendations to improve outreach performance.
3. Project Goals and Intended Outcomes
List the key goals this project will achieve for the organization.
☐ Goal 1:
☐ Goal 2:
☐ Goal 3:
Intended Outcomes (measurable deliverables):
☐ Outcome 1:
☐ Outcome 2:
☐ Outcome 3:
4. Alignment to Intern’s Learning Objectives
Describe how this project supports the intern’s learning and development.
Examples:
• Enhances communication skills through drafting and presenting materials.
• Builds critical thinking through analysis and decision-making.
• Develops professionalism through project management tasks.
☐ Notes:
5. Key Deliverables
Detail the concrete outputs the intern will produce.
Examples:
• Written report or analysis
• Presentation or slide deck
• Dataset or CRM report
• Social media content
☐ Deliverable 1:
☐ Deliverable 2:
☐ Deliverable 3:
6. Timeline and Milestones
Outline the timeline for the project, including key checkpoints.
☐ Start Date:
☐ Week 1 Milestone:
☐ Midpoint Milestone:
☐ Final Deliverable Due:
Additional Notes:
7. Roles and Responsibilities
Clarify the intern's responsibilities and those of supervisors or team members.
Intern Responsibilities:
☐ Responsibility 1:
☐ Responsibility 2:
☐ Responsibility 3:
Supervisor / Mentor Responsibilities:
☐ Provide training on:
☐ Review deliverables at:
☐ Weekly check-ins:
8. Required Tools, Training and Resources
List tools, systems, and training required for success.
Examples: Salesforce, Asana, Canva, internal database, templates, orientation sessions.
☐ Tools:
☐ Training Needed:
☐ Access Required:
9. Success Criteria
Define how success will be measured for both the project and the intern.
Examples:
• Deliverables submitted by deadline
• Quality of work aligned with established standards
• Ability to incorporate feedback
☐ Success Measures:
10. Risks or Challenges (optional)
Identify potential roadblocks and ways to mitigate them.
☐ Challenge 1:
☐ Mitigation Strategy:
11. Approvals
Intern Signature:
Supervisor Signature:
Date:
