INTERNSHIP OFFER LETTER TEMPLATE

[COMPANY NAME]
[COMPANY STREET ADDRESS]
[CITY, STATE, ZIP CODE]
[COMPANY PHONE NUMBER]
[COMPANY EMAIL ADDRESS]

[DATE OF LETTER]

[INTERN FULL NAME]
[INTERN STREET ADDRESS]
[CITY, STATE, ZIP CODE]
[INTERN EMAIL ADDRESS]
[INTERN PHONE NUMBER]

RE: INTERNSHIP OFFER FOR [POSITION TITLE]

Dear [INTERN FULL NAME],

On behalf of [COMPANY NAME], we are pleased to offer you an internship position as [POSITION TITLE] with our [DEPARTMENT NAME] team. This letter sets forth the terms and conditions of your internship.

1. INTERNSHIP DETAILS

1.1 Position Title: [POSITION TITLE]

1.2 Department: [DEPARTMENT NAME]

1.3 Reporting Supervisor: [SUPERVISOR NAME], [SUPERVISOR TITLE]

1.4 Work Location: [WORK LOCATION ADDRESS OR "REMOTE"]

1.5 Internship Start Date: [INTERNSHIP START DATE]

1.6 Internship End Date: [INTERNSHIP END DATE]

1.7 Internship Duration: [NUMBER OF WEEKS/MONTHS]

2. WORK SCHEDULE AND HOURS

2.1 Scheduled Hours: [NUMBER OF HOURS] hours per week.

2.2 Work Days and Times: [DAYS OF WEEK AND HOURS, E.G., MONDAY THROUGH FRIDAY, 9:00 A.M. TO 5:00 P.M.]

2.3 Flexibility: [DESCRIBE ANY FLEXIBILITY OR ACCOMMODATION TERMS]

3. COMPENSATION

3.1 Compensation Type: [PAID HOURLY / PAID STIPEND / UNPAID / ACADEMIC CREDIT]

3.2 Compensation Amount: [HOURLY RATE OR STIPEND AMOUNT]

3.3 Payment Schedule: [PAYMENT FREQUENCY, E.G., BIWEEKLY]

3.4 Payroll Method: [PAYROLL METHOD, E.G., DIRECT DEPOSIT]

3.5 Academic Credit: [YES/NO; IF YES, DESCRIBE CREDIT ARRANGEMENT WITH EDUCATIONAL INSTITUTION]

4. DUTIES AND RESPONSIBILITIES

4.1 Primary Duties: [DESCRIBE PRIMARY DUTIES AND RESPONSIBILITIES]

4.2 Additional Duties: [DESCRIBE ADDITIONAL DUTIES OR PROJECTS]

4.3 Supervision: Your work will be supervised by [SUPERVISOR NAME], who will provide guidance, feedback, and periodic performance reviews.

5. INTERN STATUS

5.1 Classification: You will be classified as an intern and not as an employee of [COMPANY NAME].

5.2 Employment Relationship: This internship does not create an employment relationship and does not entitle you to employee benefits except as expressly stated in this letter.

5.3 At-Will Nature: Either party may terminate this internship at any time, with or without cause, subject to applicable law and any academic requirements.

6. CONFIDENTIALITY

6.1 Confidential Information: You agree to keep confidential all non-public information relating to [COMPANY NAME], including but not limited to trade secrets, business plans, client information, and proprietary materials.

6.2 Duration of Obligation: This confidentiality obligation survives the termination or completion of the internship.

6.3 Return of Materials: Upon termination or completion, you agree to return all company property and confidential materials in your possession.

7. INTELLECTUAL PROPERTY

7.1 Work Product: All work product, inventions, and materials created by you during the internship within the scope of your duties shall be the sole property of [COMPANY NAME].

7.2 Assignment: You agree to assign all rights, title, and interest in such work product to [COMPANY NAME].

8. COMPANY POLICIES

8.1 Compliance: You agree to comply with all company policies, including the [CODE OF CONDUCT POLICY NAME], [ATTENDANCE POLICY NAME], and [OTHER RELEVANT POLICY NAMES].

8.2 Harassment and Discrimination: [COMPANY NAME] maintains a workplace free from harassment and discrimination, and you agree to abide by the company's equal opportunity and anti-harassment policies.

8.3 Safety: You agree to follow all workplace safety rules and procedures.

9. BACKGROUND CHECK AND ELIGIBILITY

9.1 Background Check: This offer is contingent upon satisfactory completion of a background check, to the extent permitted by applicable law.

9.2 Eligibility to Work: You confirm that you are legally authorized to participate in this internship in [COUNTRY/STATE].

9.3 Documentation: You agree to provide any documentation required by [COMPANY NAME] prior to the start date.

10. TERMINATION

10.1 Termination by Company: [COMPANY NAME] may terminate this internship at any time for violation of company policy, unsatisfactory performance, or other legitimate business reasons.

10.2 Termination by Intern: You may terminate this internship by providing [NOTICE PERIOD] written notice to [SUPERVISOR NAME].

10.3 Effect of Termination: Upon termination, you must return all company property and complete any outstanding obligations.

11. ACKNOWLEDGMENTS AND ACCEPTANCE

11.1 No Guarantee of Employment: This internship does not guarantee future employment with [COMPANY NAME].

11.2 Entire Agreement: This letter constitutes the entire agreement between the parties regarding the internship and supersedes all prior discussions and agreements.

11.3 Amendments: Any amendments to this letter must be made in writing and signed by both parties.

11.4 Governing Law: This letter shall be governed by the laws of [STATE/COUNTRY].

11.5 Acceptance: To accept this offer, please sign and return this letter by [ACCEPTANCE DEADLINE DATE].

We are excited about the possibility of you joining our team and look forward to your contribution to [COMPANY NAME].

Sincerely,

[COMPANY SIGNATORY NAME]
[COMPANY SIGNATORY TITLE]
[COMPANY NAME]

INTERN ACCEPTANCE

I, [INTERN FULL NAME], accept the internship offer described in this letter and agree to the terms and conditions set forth above.

Intern Signature: ______________________________

Intern Printed Name: [INTERN FULL NAME]

Date: [ACCEPTANCE DATE]

COMPANY ACKNOWLEDGMENT

Company Representative Signature: ______________________________

Company Representative Printed Name: [COMPANY SIGNATORY NAME]

Title: [COMPANY SIGNATORY TITLE]

Date: [COMPANY SIGNATURE DATE]
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