[Date]
[Applicants Name]
111 Generic Ave Unit 0
Anywhere, State  50505
Dear [Insert Name]:
We are pleased to offer you an Internship with [Company Name]!  The hourly rate of pay will be [$xx.xx] and will report to [Insert Manager Name].  Contingent on your acceptance to this Internship and successfully passing the background check, the Internship is scheduled to start on [Insert Date]
The following details are intended to outline the general elements of the offered Internship:   

· Pay Period: [Company Name’s] pay periods are [Insert Pay Frequency] each month.  Customary and required local, state and federal taxes and employment related deductions, as applicable, will apply.
· Hours:  On your first day, please arrive at [Time] at our location of [Insert company Address]. Standard hours ongoing will be [Company Daily Hours] with a [Lunch Break Length] unpaid lunch break.
· Internship Program: [Internship start and end dates] Accommodations for a flexible daily work schedule will be made, as applicable, to accommodate class schedule(s).
· Based on your individual performance, the Internship Program may conclude in advance of the defined program period.  Similarly, CLIENT NAME may extend the Internship Program into the Fall 2022 school year if there continues to be a business need and your performance exceeds expectations. 

· Internship Opportunity and Defined Objectives:  
· Internship Reviews: Formal monthly reviews will be conducted aimed at providing constructive feedback to performance. Personal and professional goals will be set and monitored throughout the Internship program.
· Office Attire: [Company Name] supports a [Formal, Business Casual, or casual] dress environment with business professional dress being required on occasion / as business needs demand.
· At Will:  Your Internship with [Company Name] is “at will”, which means that either you or [Company Name] may terminate the relationship at any time.
· Confidentiality, Non-Compete and Non-Solicitation Agreement:  On your first day of employment, you will be required to sign this agreement.
· I9:  On your first day of employment, please be prepared to provide appropriate documentation to complete the I9 form, which validates your eligibility for an Internship in the United States. 
[Applicant Name], we are looking forward to what we hope is your acceptance of this Internship opportunity at [Company Name]! If you have any questions, feel free to contact [Insert Manager Name] at [Insert Manager Phone number]
Sincerely,

[Manager Name]
[Manager official title]
[Applicants Name]

111 Generic Ave Unit 0

Anywhere, State  50505
Re: Company Name Internship Offer  

Please indicate your response to the Internship opportunity by signing and dating below.  Your response is required on or before [Time] on [Date].
I, [Applicant Name], accept the Internship opportunity.  I understand that my Internship with [Company Name] is considered “at will,” meaning that either the company or I may terminate this relationship at any time with or without cause or notice.


I, [Applicant Name], respectfully decline the Internship opportunity.
_____________________________________


________________

[Applicant Name]





Date

