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Date
Student Name

Student Address

City, State Zip

Dear (Student’s Name),

It is my pleasure to extend the following Internship offer to you on behalf of (Company Name). Below are the specifics regarding your internship:
Start Date: August 1, 20XX

End Date: December 1, 20XX

Number of Hours: (Note to Student: You must complete at least 150 hours during the course of your internship)

Site Supervisor: 

Site Supervisor Contact Information:

Duties and Responsibilities: (Note to Student: If available, a copy of the company’s official job description should be attached to the offer letter)
Salary:

Office Location:

Should you have any questions concerning the specifics of your internship, please contact me at (555) 555-0125.

Sincerely,

Company Contact Name

Title
�





Street Address


Address 2


City, ST  ZIP Code


Country





Phone	(555) 555-0125


Fax	(555) 555-0125


E-mail	someone@company.com


Web site	http://www.company.com





Company Name











