Internship Offer Letter
An internship offer letter is a written engagement issued by an employer to a student or recent graduate. It sets out the duration, the learning objective, the stipend if any, the supervisor and the terms on which the engagement ends. It is not a contract of apprenticeship and does not attract the protections that statute gives to apprentices.
Internship Offer Letter for Paid internship, fixed term
The general case. Note that the status paragraph and the end date paragraph do the heavy lifting.
[Company Name]
[Company Address]

Ref: [Reference Number]
Date: [Date]

To
[Intern Name]
[Address]

Subject: Offer of internship

Dear [Intern Name],

We are pleased to offer you an internship with [Company Name] on the following terms.

1. Engagement and duration
Title: [Internship Title], [Department]
Start date: [Start Date]
End date: [End Date]
The engagement is for the fixed period stated above and ends on the end date without any further notice being required from either side.

2. Learning objective and scope
You will work on [Project or Area], with the objective that by the end of the engagement you are able to [Stated Learning Outcome]. Your work will include [Task], [Task] and [Task]. You will not be assigned work outside this scope without your mentor's agreement.

3. Supervision
Your mentor will be [Mentor Name], [Designation]. You will have a review with your mentor [Frequency, for example once a fortnight], and a written feedback conversation at the midpoint on or around [Midpoint Date].

4. Stipend
You will be paid a stipend of [Stipend Amount] per [Period], payable on or before the [Payment Day] of each month by transfer to the bank account you nominate. [Where applicable: statutory deductions, if any are applicable, will be made at source.]

5. Hours and location
Working days: [Working Days]
Hours: [Working Hours]
Location: [Location or "remote"]
You will observe the holidays published for [Location]. You may take [Number] days of leave during the engagement, to be agreed with your mentor in advance.

6. Status of this engagement
This is an internship. It does not constitute employment with [Company Name], and it does not create any entitlement to employment at [Company Name] at the end of the engagement or at any time afterwards. You will not be described as an employee of [Company Name] to any third party.

7. Confidentiality and work product
You will treat all information you access during the engagement as confidential, both during the engagement and afterwards. All work product you create in the course of the engagement belongs to [Company Name]. You will not publish, post or reproduce any of it without written permission.

8. Conclusion
On [End Date] you will return all assets, access cards and materials issued to you. [Company Name] will issue an internship completion certificate within [Number] working days of the end date, provided the engagement has run to its conclusion.

9. Early conclusion
Either side may end this engagement before [End Date] on [Notice Period] written notice. [Company Name] may end it immediately for breach of clause 7 or of the conduct standards applicable at [Location].

Please sign and return the duplicate of this letter to confirm your acceptance.

For [Company Name]

[Authorised Signatory Name]
[Designation]

Accepted:

[Intern Name]
Date: [Date]

Internship Offer Letter for Academic or credit-linked internship
Where the institution requires the internship for credit. The letter has to name the institutional documents, because the college will chase them and the intern will be caught in between.
[Company Name]
[Company Address]

Ref: [Reference Number]
Date: [Date]

To
[Intern Name]
[Institution Name]
Enrolment number: [Enrolment Number]
Programme: [Programme Name]

Subject: Offer of internship for academic credit

Dear [Intern Name],

Further to the request from [Institution Name] dated [Request Date], we are pleased to offer you an internship with [Company Name] on the following terms.

1. Engagement and duration
Title: [Internship Title], [Department]
Start date: [Start Date]
End date: [End Date]
The engagement is for the fixed period stated above and is intended to satisfy the [Course or Module Name] requirement of your programme.

2. Academic requirements
We understand that [Institution Name] requires [Named Deliverable, for example a supervised project report] and [Named Deliverable, for example a signed evaluation form in the format at [Form Reference]]. [Mentor Name] will complete the evaluation and return it to [Institution Contact] by [Evaluation Deadline]. Your project report is your own work and is to be submitted by you.

3. Learning objective and scope
You will work on [Project or Area] under the supervision of [Mentor Name], [Designation]. The objective is that you are able to [Stated Learning Outcome] by the end of the engagement.

4. Stipend
[Where applicable: you will be paid a stipend of [Stipend Amount] per [Period]. / Where not: this internship is undertaken for academic credit and no stipend is payable. [Company Name] will meet [Named Item, for example daily travel to the office] on production of supporting documents.]

5. Hours and location
Working days: [Working Days]
Hours: [Working Hours], which have been set to accommodate your academic timetable as advised by [Institution Name].
Location: [Location]

6. Status of this engagement
This is an academic internship. It does not constitute employment with [Company Name] and creates no entitlement to employment at the end of the engagement.

7. Confidentiality and publication
You will treat all information you access as confidential. Your project report may describe your work in general terms, but any material identifying [Company Name] customers, financial information or unreleased products must be approved in writing by [Mentor Name] before submission to [Institution Name].

8. Conclusion
The engagement ends on [End Date]. [Company Name] will issue a completion certificate and the completed evaluation within [Number] working days of that date.

Please sign and return the duplicate of this letter to confirm your acceptance.

For [Company Name]

[Authorised Signatory Name]
[Designation]

Accepted:

[Intern Name]
Date: [Date]

Counter-signed for [Institution Name] (where required):

[Institution Signatory Name]
Date: [Date]

Internship Offer Letter for Internship with a pre-placement offer pathway
The sample that most needs care. State the criteria and the decision date, or state that no offer is on the table. An implied promise is worse than either.
[Company Name]
[Company Address]

Ref: [Reference Number]
Date: [Date]

To
[Intern Name]
[Institution Name]
Enrolment number: [Enrolment Number]

Subject: Offer of internship, with pre-placement consideration

Dear [Intern Name],

We are pleased to offer you an internship with [Company Name] on the following terms.

1. Engagement and duration
Title: [Internship Title], [Department]
Start date: [Start Date]
End date: [End Date]

2. Learning objective and scope
You will work on [Project or Area] under [Mentor Name], [Designation]. The objective is that by [End Date] you are able to [Stated Learning Outcome].

3. Stipend
[Stipend Amount] per [Period], payable on or before the [Payment Day] of each month.

4. Pre-placement consideration
[Company Name] may, at its discretion, make an offer of employment to interns who complete this programme. Consideration is on the following basis:
(a) completion of the full engagement to [End Date];
(b) an assessment by [Mentor Name] against the criteria at Annexure A, covering [Criterion], [Criterion] and [Criterion];
(c) a final review with [Reviewer Name], [Designation]; and
(d) an open position at [Band or Grade] in [Department] at the time of the decision.
The decision will be communicated to you by [Decision Date], whether or not an offer is made. This clause records the process only. It is not an offer of employment and does not oblige [Company Name] to make one.

5. Hours and location
Working days: [Working Days]. Hours: [Working Hours]. Location: [Location].

6. Status of this engagement
This is an internship and does not constitute employment with [Company Name]. Any employment would arise only under a separate written offer and appointment letter.

7. Confidentiality and work product
All information you access is confidential. All work product created during the engagement belongs to [Company Name].

8. Conclusion
The engagement ends on [End Date] without further notice. Assets are to be returned on that date and a completion certificate will be issued within [Number] working days.

Please sign and return the duplicate to confirm your acceptance.

For [Company Name]

[Authorised Signatory Name]
[Designation]

Accepted:

[Intern Name]
Date: [Date]

Internship Offer Letter for Remote or project-based internship
Where the intern never enters a building. The terms that need extra work are availability, equipment, data handling and how completion is judged.
[Company Name]
[Company Address]

Ref: [Reference Number]
Date: [Date]

To
[Intern Name]
[Address]

Subject: Offer of remote internship

Dear [Intern Name],

We are pleased to offer you a remote internship with [Company Name] on the following terms.

1. Engagement and duration
Title: [Internship Title], [Department]
Start date: [Start Date]
End date: [End Date]
The engagement is remote. You are not required to attend any [Company Name] premises, and no travel or accommodation is provided.

2. Project and deliverables
You will work on [Project Name]. The deliverables are:
(a) [Deliverable] by [Milestone Date];
(b) [Deliverable] by [Milestone Date];
(c) [Deliverable] by [End Date].
Completion of the engagement is assessed against these deliverables.

3. Availability
You are expected to be available for [Number] hours per week, including a fixed overlap of [Overlap Hours] on [Working Days] so that you can work with [Mentor Name] and the team. Outside the overlap you may schedule your own time.

4. Supervision
[Mentor Name], [Designation], will hold a scheduled call with you [Frequency] and will respond to written questions within [Response Window] on working days.

5. Stipend
[Stipend Amount] per [Period], payable on or before the [Payment Day] of each month.

6. Equipment, access and data
[Where applicable: [Company Name] will issue you [Equipment Description], which is to be returned by [Return Date].] You will access [Company Name] systems only through the account issued to you, only from a device you control, and only for work under this engagement. You will not copy [Company Name] data to personal storage or personal accounts, and you will not use any [Company Name] data in any external tool that has not been approved in writing by [Mentor Name].

7. Status of this engagement
This is an internship and does not constitute employment with [Company Name], nor does it create any entitlement to employment at its conclusion.

8. Confidentiality and work product
All information you access is confidential during and after the engagement. All work product created during the engagement, including code, designs, data and documentation, belongs to [Company Name]. You will not publish it or include it in a public portfolio without written permission from [Mentor Name].

9. Conclusion
The engagement ends on [End Date]. Your system access will be withdrawn on that date and any issued equipment is to be returned by [Return Date]. A completion certificate will be issued within [Number] working days.

Please sign and return the duplicate to confirm your acceptance.

For [Company Name]

[Authorised Signatory Name]
[Designation]

Accepted:

[Intern Name]
Date: [Date]

Internship Offer Letter for Engagement under a contract of apprenticeship
Not an internship letter at all. Where the engagement is genuinely apprenticeship training in a designated trade, this letter accompanies the contract of apprenticeship rather than replacing it.
[Company Name]
[Company Address]

Ref: [Reference Number]
Date: [Date]

To
[Candidate Name]
[Address]
[Where the candidate is a minor: care of [Guardian Name]]

Subject: Engagement as an apprentice in the trade of [Designated Trade]

Dear [Candidate Name],

We are pleased to engage you as an apprentice with [Company Name] in the trade of [Designated Trade], subject to the terms below and to the contract of apprenticeship accompanying this letter.

1. The contract of apprenticeship
This engagement is made under a contract of apprenticeship. You [or, where you are a minor, your guardian] must sign the contract at Annexure A before training begins. Your training is treated as commencing on the date of that contract. [Company Name] will submit the contract for registration in the manner and within the period the Apprentices Act, 1961 requires. This letter does not by itself create the engagement; the contract does.

2. Trade, period and place of training
Trade: [Designated Trade]
Period of training: as stated in the contract at Annexure A
Place of training: [Location]
Training will be conducted under [Trainer Name], [Designation], in accordance with the syllabus and duration applicable to the trade.

3. Your status during training
You are engaged as an apprentice undergoing apprenticeship training and not as an employee or worker of [Company Name]. Section 18 of the Apprentices Act, 1961 provides that an apprentice undergoing training in a designated trade is a trainee and not a worker, and that the provisions of any law with respect to labour do not apply in relation to such an apprentice.

4. Stipend
You will be paid a stipend at the rate specified in the contract of apprenticeship, at the intervals it specifies. Your stipend will not be calculated on the basis of piece work, and you will not be required to take part in any output bonus or other incentive scheme.

5. Hours, leave and holidays
Your hours of practical training will be as determined by [Company Name] in compliance with the training duration applicable to the trade. You will not be required to work overtime except with the approval of the Apprenticeship Adviser. Leave and holidays will be those observed at [Location].

6. Conduct and discipline
In all matters of conduct and discipline you will be governed by the rules applicable to employees of the corresponding category at [Location], a copy of which is provided with this letter.

7. Conclusion of training and employment afterwards
The contract terminates on expiry of the period of training. [Company Name] maintains its own policy on recruiting apprentices who complete training in its establishment, a copy of which is at Annexure B. [Where applicable: the contract at Annexure A contains a condition that you serve [Company Name] after successful completion of training; if so, that condition binds both sides on the period and remuneration it specifies.]

8. Disputes
Any dispute arising out of the contract of apprenticeship is to be referred to the Apprenticeship Adviser in accordance with the Act.

Please sign and return the duplicate of this letter together with the signed contract at Annexure A.

For [Company Name]

[Authorised Signatory Name]
[Designation]

Accepted:

[Candidate Name]
Date: [Date]

[Where the candidate is a minor]
Guardian:

[Guardian Name]
Date: [Date]
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