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2014 Next Generation Workforce Development
High Performance Computing 
[bookmark: _GoBack]Internship Program (HIP) Proposal
Submission Checklist

Data Call:  High Performance Computing Intern Program (HIP) Proposal
Associate Director:	Next Generation Workforce Development
Contact information:  703-812-8205 or 703-812-4425 (direct)
For questions or clarification:   NGWD@HPC.MIL  
Submission method:  Email via to: NGWD@HPC.MIL  	
File Naming Convention for submission:  <mentor’s name>_<ORG>_<intern vehicle used>_<date>.doc
Submission deadline:  Date of data call through 14 April 2014
	Proposal Data Call Background

	




	The HPCMP will provide funding up to $30K per internship (dependent upon intern program costs) to the DoD laboratory, test center, or DSRC to off-set the cost of the internship, and an additional $7K will be provided to off-set a portion of the costs associated with mentoring and reporting responsibilities.  

	DoD Laboratory or Test Center

	
	Yes
	No
	Comments

	Has an ultimate authority in your organization been identified who needs to give approval on proposal submission?
	|_|
	|_|
	

	Has the approval routing been identified?
	|_|
	|_|
	Make sure that you have received the appropriate organizational approvals

	Proposal Package (All fields in the proposal package must be completed.)

	Section 1

	
	Yes
	No
	Comments

	Have you provided a Project Name?
	|_|
	|_|
	

	Is the Mentor a DoD Government scientist/engineer?  
	|_|
	|_|
	To be eligible for this Program, the mentor MUST be a DoD Government scientist or engineer

	Has the mentor’s name and contact information been completed?
	|_|
	|_|
	

	Section 1 (continued)

	Is the mentor’s DoD Organization field complete?
	|_|
	|_|
	

	Is the HR Department’s POC field complete?
	|_|
	|_|
	

	Is the Financial POC field complete?
	|_|
	|_|
	

	Is the Funding Document address field complete?
	|_|
	|_|
	

	Have you identified the Intern Program that you are accessing?
	|_|
	|_|
	You can use any program to reach candidate interns that your organization works with (Pathways, SMART, etc.).   Interns can be high school to graduate school students, Wounded Warriors, Veterans, or under-represented minorities.

	Have you identified the number of interns you plan to work with under this proposal?
	|_|
	|_|
	

	Have you identified the cost of the internship (per intern)?
	|_|
	|_|
	

	Have you provided the total cost for all interns planned? 
	|_|
	|_|
	If you are planning to have more than one intern.

	Section 2  

	
	Yes
	No
	Comments

	Is the Summary of your Proposed project complete?
	|_|
	|_|
	

	Have you included a description of the intern(s)’s role in the project? 
	|_|
	|_|
	

	DoD Laboratory or Test Center Approval

	
	Yes
	No
	Comments

	Has the final proposal package has been routed through the appropriate approval chain?
	|_|
	|_|
	

	Proposal Submission to HPCMP

	
	Yes
	No
	Comments

	Has a word file been created using the naming convention required for the proposal submission?
	|_|
	|_|
	Proposals accepted as word documents.  Save your proposal as:  <mentor’s name>_< ORG>_<intern vehicle used>_<date> (for example,   Polsky_NAWCAD_ NREIP_02062014.doc)

	Prepare submission email
	|_|
	|_|
	Email address:  NGWD@HPC.mil with copies to appropriate persons




Actions
	ID
	Action Item
	Assigned To
	Due By

	
	
	
	[mm/dd/yyyy]

	
	
	
	[mm/dd/yyyy]

	
	Email Proposal to NGWD@HPC.MIL
	
	[mm/dd/yyyy]



Comments

Approvals
Title:	
		
_______________:	__________________________________________	Date:   ___/___/____
_______________:	__________________________________________	Date:   ___/___/____
_______________:	__________________________________________	Date:   ___/___/____
_______________:	__________________________________________	Date:   ___/___/____
_______________:	__________________________________________	Date:   ___/___/____
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