Date : ______
INTERNSHIP OFFER LETTER
Trainee Name
Trainee Address
Dear Mr. / Ms. Trainee Name,
The RPI is pleased to offer you an educational internship opportunity as a Trainee – Accounting intern. You will report directly to Key Accounts Manager. This position is located in Gurgaon.
As you will be receiving academic credit for this position, you will be paid Rs. …… /-. There will not be any other benefits as part of the internship program.
For this position, your major duties will includes :
1. Checking of bills / vouchers
2. Booking / verifying of the bills / vouchers
3. Filing of Accounting documents
4. Maintain MIS related to all
5. Other assignment if required
Your schedule will be approximately for ___ Hrs per week, beginning from _____(date). Your assignment concludes on _______(date).
Please indicate your acceptance of the internship by signing this letter and returning it to the Representative or HR department of the Company.
Congratulations and welcome to the Team!
Best Wishes,
Company name
Authorized Signatory
I accept the above internship offer described in this letter.
                                     _ /       
Signature                                  Date
