PLACE YOUR LETTERHEAD HERE


PLEASE ALTER THIS LETTER TO FIT YOUR NEEDS. DO YOUR BEST TO KEEP SOME INFORMATION UNDER EACH BOLD SECTION.
October 22, 2007
Intern Name

Street Address

Zip Code, City

Country
Dear Mr./Ms. Intern,
Company Name is pleased to accept your application for an internship in the XYZ Department from Starting Date through End Date unless the internship is terminated by either side. You will be reporting to Supervisor’s Name and Title, and we look forward to seeing you at our company in City, State.

To fulfill US requirements for employment as an intern, we strongly recommend that you obtain support for your J-1 visa through our partner organization the German American Chamber of Commerce (www.gaccny.com). Please contact Ms. Kirsten Herrmann at kherrmann@gaccny.com or 212-974-8845 to start the application process.

Should you accept employment as a intern at Company Name, you will receive a salary of $1,000 per month. In addition to your monthly wage, should you be involved in projects which require overtime pay you will be compensated based on company policy and applicable state laws and federal statutes. Should any travel or additional business expense be necessary, the Company will cover all such costs, so long as it is in carrying out the project or company goals.
Outlined below are several issues that should be carefully considered prior to your assignment in the US.

Housing

Since hotels are usually quite expensive, interns are usually able to find housing in local private residences at a cost of $500 to $900 per month. You are responsible for securing housing prior to your arrival. For your assistance we will help with this process as much as possible. Websites like www.craigslist.com can also provide you with a large number of housing options, although please make arrangements to view accommodations listed on the internet before signing any leases.
Transportation

Because our company is not easily accessible by bus or train lines, you will need private transportation. We suggest that you share rides for the first few weeks and will help assist you in this. Afterwards, we suggest that you buy an affordable used car or you may prefer to rent a car. If you choose to rent, please make sure you have a major credit card with you, as most rental agency require a credit card security. 

Should you buy a car please make sure that you have an international driver’s license. You will also need to purchase car insurance. The GACC can provide you with information on auto insurance through their partner AIG. You will also need a social security card in order to apply for auto insurance.

Health & Accident Insurance

The GACC provides you with an excellent group health insurance policy through AIG. Information on the policy including the personal liability is available online. In many cases, if you use a doctor listed in the directory online you will incur minimal out-of-pocket costs and be reimbursed fully. For more information you should review the information provided on the GACC’s website (www.gaccny.com).

Dress Code

All company employees are expected to dress professionally. Our company dress code is business casual. For men, this means suits are not required, but nice dress pants, pressed shirt and tie are essential. For women, this means no open-toed shoes, no overly exposed chest of midriff. Please wear formal business attire on the first day as you will be introduced to your colleagues, afterwards you may dress according to the company standard.
Holidays and Vacation Days
You will be eligible for 2.5 vacation days per fully worked month, starting with the first full month worked. The offices will be closed following the national holiday calendar. Information on the holidays that affect you will be given to you upon your first day with us and also available in our company handbook.

We will continue to be in contact in preparation for your arrival in the US. We look forward to the start of your internship with us. If any concerns arise please do not hesitate to contact us with any questions you might have.
Sincerely,

Name

Position

Company

City, State Zip Code

Phone

Fax

Email
