On Letterhead

Date

Dear student name,

I am pleased to offer you an internship position at program / organization name.  The exact address of internship is at the top of this letterhead.

Your first day of work will be _________ and will continue until ____________.

You will be able to work up to __ hours per week. Total hours that you will work will be ______. Your tasks and responsibilities will include _________________ _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________.

On-site internship supervisor will be ________________________________, and can be contacted at _________________________________________________.

If you should have any questions about this internship offer, please let me know as soon as possible.  Otherwise, we look forward to your positive response.

Sincerely,

Name
Position
Department

Organization

