[Company Logo]   [Company Name]
UNPAID INTERNSHIP LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Intern Name]
[College / University Name]
[Intern Address]
Subject: Academic Internship (Unpaid) with [Company Name]
Dear [Intern Name],

With reference to the request from [College / University Name], we are glad to offer you an unpaid academic internship in our [Department] from [Start Date] to [End Date].
Learning objectives
1. [Learning Objective 1]
1. [Learning Objective 2]
1. [Learning Objective 3]
Terms
1. Hours: Not more than [Daily Hours] hours a day, [Working Days].
1. Mentor: [Mentor Name] will guide your learning and share feedback each week. Your faculty guide is [Faculty Guide Name].
1. Stipend: This internship carries no stipend or salary and is offered for learning and academic credit only.
1. Expenses: Pre-approved local travel and material costs incurred for internship tasks will be reimbursed.
1. Evaluation: Your mentor will complete the college evaluation form at the end of the internship.
1. Certificate: You will receive a certificate describing the work you completed.
1. Status: The internship is not employment and does not include a job offer.
1. Conduct and confidentiality: You will follow company rules and the POSH policy and keep information confidential.
Please sign a copy of this letter and bring your college ID on the first day.

Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Accepted
[Intern Name]
Signature: ____________
Date: [Date]
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