DATE GOES HERE
Official Letterhead with Organizational Logo Here
Internship Site Name Here
Internship Site Address Here

To whom it may concern, 
This is an official internship offer letter for STUDENT NAME HERE. 
STUDENT NAME will be pursuing an internship for ___ hours per week at INTERNSHIP SITE NAME HERE during the fall 2026 term: September 2, 2026-December 10, 2026.* This will be a(n) paid/unpaid internship. 
I, SUPERVISOR FULL NAME HERE, will be supervising this student’s internship. The expected duties that STUDENT NAME will be responsible for are as follows:
1. Brief description of expected duties here
2. Brief description of expected duties here
3. Brief description of expected duties here

Sincerely, 
Supervisor Signature Here 
SUPERVISOR TYPED NAME HERE



*Please note that the semester dates must be updated and that if a student is in an internship for both fall and spring, they must receive an individual offer letter for each semester. The dates on each letter must exactly match the dates for the semester. See BU Academic Calendars for course dates. 

