Internship offer letters are a fundamental part of the
recruitment process for bringing interns into an organization.
These letters formalize the internship offer and provide
essential details about the internship program. This article
will guide you through the critical elements of an internship
offer letter, its purpose, and how to write one effectively.
The article will include a template for an internship offer
letter, followed by a filled-in example that matches the
template.

Purpose of an Internship Offer Letter

The internship offer letter serves multiple purposes. It’s not
only a confirmation of employment but also a tool to convey
the excitement and culture of the company to the prospective
intern. The letter should communicate the core terms of the
internship clearly, ensuring both parties have a mutual
understanding of the expectations and responsibilities. It's
the first official document that shapes the intern-employer
relationship, making its clarity and tone crucial.

Key Elements of an Internship Offer
Letter

1. Formal Offer: Start with a clear statement extending the
internship offer.

2. Role Description: Detail the intern’s role, including key
responsibilities and tasks.

3. Duration and Schedule: Specify the start and end dates of
the internship, as well as expected work hours.

4. Compensation and Benefits: If applicable, include
information on compensation, stipends, or any benefits like



learning opportunities, mentorship, etc.

5. Supervision and Support: Mention who will supervise the
intern and how they will be supported during the internship.

6. Conditions of the Offer: Note any conditions that must be
met before the internship begins, such as background checks or
necessary documentation.

7. Acceptance Instructions: Provide instructions on how to
accept the offer, including any forms to fill out or contacts
to reach out to.

8. Deadline for Acceptance: Include a deadline for the intern
to respond to the offer.

Writing Tips for Internship Offer Letters

Be Welcoming: Convey enthusiasm about the prospect of the
candidate joining your team.

Be Precise: Clearly articulate the details of the internship
to avoid any confusion.

Professional Tone: Maintain a professional tone that reflects
the standards of your organization.

Personalize the Letter: Address the intern by name and tailor
the letter to reflect their specific role and contribution to
the team.

Review for Compliance: Ensure the letter adheres to labor laws
and company policies regarding internships.



Internship Offer Letter Template

[Your Name]

[Your Position]
[Company Name]

[Company Address]
[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Intern's Name]
[Intern's Address]
[City, State, Zip Code]

Dear [Intern's Name],

We are pleased to offer you an internship position as
[Intern's Role] at [Company Name], starting on [Start Date]
and concluding on [End Date]. During your internship, you will
be responsible for [briefly describe key responsibilities].

The internship will require [number of hours per week] of work
per week, primarily focusing on [areas of work or projects].
[IT applicable: You will receive a stipend of [Amount] per
[hour/week/month] or [mention any other compensation or
benefits]].

You will be working under the supervision of [Supervisor's
Name], who will provide guidance and support throughout your
internship. [Mention any additional support structures or
learning opportunities].

Please note that this offer is contingent wupon [any
contingencies such as completing paperwork, background checks,
etc.]. To accept this internship offer, please [instructions
for acceptance, such as signing the letter, completing
attached forms, etc.] by [Deadline Date].

We are excited about the potential to have you join our team



and look forward to the skills and perspectives you will bring
to [Company Name]. Please do not hesitate to contact me if you
have any questions.

Sincerely,

[Your Name]
[Your Position]

Example: Internship Offer Letter for a
Graphic Design Intern

Jessica Chen

HR Manager

Creative Design Solutions

456 Art Street

Design City, CA 90045
jessica.chen@creativedesigns.com
(555) 123-4567

April 1, 2024

Morgan Bailey
123 Palette Lane
Design City, CA 90045

Dear Morgan,

We are pleased to offer you an internship position as a
Graphic Design Intern at Creative Design Solutions, starting
on June 1, 2024, and concluding on August 31, 2024. During
your internship, you will be responsible for assisting in the
creation of digital graphics, participating in brainstorming
sessions, and contributing to project design concepts.

The internship will require 20 hours of work per week,
focusing primarily on graphic design projects. While this 1is
an unpaid internship, you will gain valuable hands-on
experience, an opportunity to build your portfolio, and



mentorship from experienced professionals in the field.

You will be working under the supervision of Sarah Kim, our
Lead Designer, who will provide you with guidance and support
throughout your internship. We are committed to providing you
with a valuable learning experience and opportunities for
professional growth.

Please note that this offer is contingent upon completing a
standard background check. To accept this internship offer,
please sign and return this letter by April 15, 2024.

We are excited about the potential to have you join our team
and look forward to the skills and perspectives you will bring
to Creative Design Solutions. Please do not hesitate to
contact me if you have any questions.

Sincerely,

Jessica Chen
HR Manager



