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Time Management Guide 

for Mentors and Interns
Undergraduate Internship Programs: SULI, CCI, BLUR, VFP
Summer Term (10-week Program)

Instructions: This document has been prepared to serve as a guide to the weekly progress you should be making in order to meet the required deadlines for the duration of the term. This is specific to the 10-week Summer term, and is a recommendation for time management, not a requirement in itself. Please email questions to LEsmaili@lbl.gov.

Before the Program Starts:
1. Mentor decides on a plan for the research project, reasonable expectations of intern.
2. Mentor communicates with intern; provides background materials to assist the intern in becoming acquainted with the research project.
3. Mentor attends Mentor Orientation (optional).
Week #1:
1. Intern participates in mandatory Student Orientation on the first day of the term.
2. Mentor and intern complete “Internship Work Plan” and “Memorandum of Understanding.
3. Intern completes “Safety Checklist.”
4. Mentor and intern choose a time to have a weekly mentor-student meeting to discuss deliverables and intern progress.
5. Mentor establishes clear work expectations of intern within the 40-hour work week.
Week #2:
1. Intern completes “Research Proposal.” 
Week #3:
1. Intern reads chapters in Science Writing & Communication about writing a research paper.
2. Intern prepares a general outline of paper to guide writing process.
3. Mentor-intern meeting to discuss writing “Introduction” and “Materials & Methods” sections.
Week #4:
1. Mentor reviews and approves intern’s work on draft of “Introduction” and “Materials & Methods.”
Week #5:
1. MID-TERM REVIEW: Mentor-intern meeting to discuss results expected by the end of the term; this information will be used to write the progress report.
Week #6:
1. Mentor reviews and approves intern’s work on draft of “Results” section.
2. Intern prepares a brief progress report with the results expected by the end of the term.
3. Mentor schedules a time for intern to present to the research group between Week #7 and the end of the term.
Week #7:
1. Mentor reviews and approves intern’s work on draft of “Results,” “Discussion,” and “Conclusion” sections, and draft of “General Audience Abstract.”
Week #8:
1. Interns particpate in “Peer Poster Presentations;” a short oral presentation to a small group of their peers with a draft of the Poster.
2. Mentor reviews and approves intern’s work on drafts of Research Paper and Poster.
3. Intern decides on a final title for the Research Paper and Poster, approved by mentor.
Week #9:
1. Mentor reviews and approves intern’s work on FINAL DRAFTS of Research Paper and Poster.
2. Intern receives feedback on oral presentation, in preparation for the Poster Session.
3. Intern must submit Poster to CSO this week by deadline for printing.
Week #10:
1. Interns participate in Poster Session in the cafeteria.
2. Mentor and intern complete “Mentor Checkout Form.”
3. Intern completes Check-out on the last day of the term.
