[HEADER — replace with your organisation's letterhead, if used]
INTERNSHIP LETTER
[COMPANY NAME]
The label does not decide the relationship. An intern who works fixed hours on ordinary production work under supervision, in place of an employee, is an employee in substance whatever the letter says — with the statutory consequences that follow. Use this letter for a genuine learning engagement, and if the arrangement is really a job, issue an appointment letter instead.
[COMPANY NAME]  CIN: [CIN]  [REGISTERED OFFICE]
Date: [DATE]  Reference: [REF]
[INTERN NAME]
[ADDRESS]  [EMAIL]  [PHONE]
Dear [FIRST NAME],
Offer of internship
We are pleased to offer you an internship with [COMPANY NAME] on the terms set out below. The purpose of this internship is to give you practical exposure to [FIELD] as part of your learning, and it is not an offer of employment.
	Item
	Detail

	Name
	[INTERN NAME]

	Institution and course
	[INSTITUTION], [COURSE AND YEAR]

	Internship title
	[TITLE]

	Department or team
	[DEPARTMENT]

	Mentor
	[NAME], [DESIGNATION]

	Start date
	[DATE]

	End date
	[DATE]

	Duration
	[NUMBER] weeks

	Days and hours
	[DAYS] days per week, [HOURS] hours per day, between [TIME] and [TIME]

	Location
	[ADDRESS] [/ remote / hybrid — describe]

	Stipend
	₹ [AMOUNT] per month, payable by the [DATE] of the following month

	Nature of engagement
	Internship for learning purposes. This is not employment and creates no employment relationship.



1. LEARNING OBJECTIVES
The internship is structured around the following learning objectives. Your mentor will review your progress against them at the intervals stated.
	#
	Learning objective
	How it will be developed
	Review point

	1
	[OBJECTIVE]
	[PROJECT, SHADOWING, TRAINING OR TASK]
	[Week ______]

	2
	[OBJECTIVE]
	[HOW]
	[Week ______]

	3
	[OBJECTIVE]
	[HOW]
	[Week ______]

	4
	[OBJECTIVE]
	[HOW]
	[Week ______]



2. TERMS OF THE INTERNSHIP
2.1	Not employment. This internship is undertaken for your learning and does not create a relationship of employer and employee. It does not confer any right to employment with the Company at the end of the internship or at any time, and does not entitle you to any benefit available to employees except as expressly stated in this letter.
2.2	Supervision and work. You will work under the guidance of your mentor on the projects and tasks assigned, which will be selected for their learning value. You will not be required to work in place of an employee, to work beyond the hours stated, or to take responsibility for output on which the Company relies without supervision.
2.3	Stipend. The stipend stated above is paid in support of your participation. It is not wages, and no statutory deduction other than tax, where applicable, will be made from it.
2.4	Hours and leave. You are expected to attend on the days and during the hours stated. You may take up to [NUMBER] days of leave during the internship, with your mentor’s agreement. Please inform your mentor promptly if you are unable to attend.
2.5	Conduct. You will comply with the Company’s policies while at its premises or working on its behalf, including the code of conduct, the policy for the prevention of sexual harassment at the workplace, the information security policy and the data protection policy. You are protected by the policy for the prevention of sexual harassment at the workplace, and you may make a complaint under it in the same way as an employee.
2.6	Confidentiality. You will keep confidential all information of the Company and its customers that you learn during the internship, will use it only for the purposes of the internship, and will not disclose it to any person. This obligation continues after the internship ends.
2.7	Intellectual property. All work product, code, designs, materials and other intellectual property created by you during and in connection with the internship vests in the Company. You assign to the Company all such rights and waive, to the extent permitted by law, all moral rights in them, and you will execute any further document reasonably required to give effect to this. (Where the intern intends to use the work in an academic submission, agree that expressly — see the notes.)
2.8	Academic requirements. [Where the internship forms part of a course requirement] The Company will provide the certificate, evaluation or report required by your institution, in the form at Annexure A, at the end of the internship.
2.9	Personal data. Your personal data will be processed for the purposes of the internship as described in the privacy notice provided to you. Where you are below the age at which you may consent for yourself, verifiable consent will be obtained from your parent or guardian before your data is processed.
2.10	Company property. Any equipment, credentials or materials provided to you remain the property of the Company and must be returned on the last day of the internship.
2.11	Ending the internship. Either you or the Company may end the internship by giving [NUMBER] days’ written notice. The Company may end it immediately for a serious breach of this letter or of its policies. Any stipend accrued to the date it ends will be paid.
2.12	Certificate. On satisfactory completion, the Company will issue you an internship completion certificate recording the period, the team, the projects worked on and the learning objectives met.
3. SAFETY AND WELLBEING
3.1	The Company will provide you with a safe working environment, an induction covering safety and security, and a named point of contact in addition to your mentor.
3.2	If anything about the internship concerns you — the work, the hours, your treatment by anyone, or anything else — please raise it with your mentor or with [NAME] at [EMAIL]. You will not be treated adversely for raising a concern.

Please sign and return the acceptance below by [DATE]. [Where the intern is below eighteen years of age, a parent or guardian must also sign.]
We look forward to having you with us.
Yours sincerely,
For [COMPANY NAME]
_______________________________
[NAME]  [DESIGNATION]
Acceptance. I accept the internship on the terms set out above. I understand that this is an internship undertaken for my learning, that it is not employment, and that it does not entitle me to employment with the Company.
	_______________________________
[INTERN NAME]
Date: [DATE]
	Where the intern is a minor:
_______________________________
Parent or guardian: [NAME]  Date: [DATE]




ANNEXURE A
Internship Completion Certificate
TO WHOMSOEVER IT MAY CONCERN
This is to certify that [INTERN NAME], a student of [COURSE] at [INSTITUTION], completed an internship with [COMPANY NAME] from [DATE] to [DATE], a period of [NUMBER] weeks, in the [DEPARTMENT] team under the guidance of [MENTOR NAME], [DESIGNATION].
During the internship, [FIRST NAME] worked on:
•	[PROJECT OR AREA, WITH A SENTENCE ON WHAT WAS ACTUALLY DONE]
•	[PROJECT OR AREA]
•	[PROJECT OR AREA]
[OPTIONAL EVALUATION — include only where genuinely warranted. Two or three specific sentences are far more useful to the intern than a generic commendation.]
We wish [FIRST NAME] success in future studies and career.
For [COMPANY NAME]
_______________________________
[NAME]  [DESIGNATION]  [EMAIL]
NOTES FOR USE
Delete this page before execution. It is guidance, not part of the agreement.
Substance decides, not the label
If an intern works fixed hours on ordinary production work, under direction, in place of an employee, and the Company depends on the output, the relationship is employment in substance however the letter is worded. The consequences follow automatically: an appointment letter is required, wages must meet the statutory floor, social security contributions apply, and the person accrues statutory entitlements. Before using this template, ask honestly which arrangement is being described.
Structure the learning, and record it
Section 1 is what distinguishes a genuine internship from a cheap hire. Named learning objectives, a mentor, and review points are also what an institution requires and what makes the completion certificate meaningful. An internship letter with no learning content is evidence that the engagement was really employment.
Stipend is not wages, but a low stipend does not make it an internship
Calling a payment a stipend does not change the character of the relationship. Equally, paying nothing does not make an engagement an internship. The test is the substance of the work and the supervision, not the amount paid. Where the arrangement is employment, the statutory minimum wage for the category and State applies.
Apprenticeships are a separate regime
Where the engagement is an apprenticeship under the applicable apprenticeship framework, a different set of requirements applies, including registration, prescribed contracts, stipend rates and record-keeping. Do not use this template for an apprenticeship; use the prescribed contract.
Interns are protected against sexual harassment
The protection under the legislation on sexual harassment at the workplace extends to interns and trainees whether or not they are employees. Clause 2.5 says so expressly, and the intern should be told at induction how to make a complaint and to whom. This is one of the most frequently overlooked points in internship programmes.
Intellectual property and academic use
Clause 2.7 assigns work product to the Company, which is standard. Where the intern needs to submit the work, or a description of it, for academic assessment, agree that in advance and record what may be disclosed and what may not. An intern who cannot submit anything, having spent a semester on confidential work, has a real problem, and it is easily avoided by discussing it at the start.
Minors
Where the intern is below eighteen, obtain the signature of a parent or guardian, check the restrictions applicable to the employment or engagement of young persons, and obtain verifiable parental consent before processing personal data. Certain kinds of work and certain hours are prohibited for young persons regardless of consent.
Safety obligations apply
An intern present at the workplace is owed a duty of safety. Provide an induction, a named contact, and the same safety training given to employees doing comparable work. Where the work involves any hazard, the obligations are the same as for an employee.
Do not promise employment
Clause 2.1 and the acceptance both state that the internship confers no right to employment. Verbal encouragement during an internship that a job will follow, where it does not, causes avoidable damage. If the Company intends to make an offer, make it properly, in writing, at the end.
Give a real certificate, promptly
The completion certificate is often the intern’s only tangible record and is used in applications for years. Naming the actual projects, rather than issuing a generic template, costs nothing and is far more useful. Issue it on the last day rather than leaving the intern to chase.
Data protection
Interns generate personal data like anyone else, and frequently have access to the personal data of others. Include them in the data protection induction, restrict access to what the learning requires, and revoke credentials on the last day.
Verify your State’s position
The treatment of interns, trainees and apprentices, and the applicability of establishment registrations and record-keeping obligations, differ between States. Confirm the position for the State of the place of work before running an internship programme at scale.
Current as of
Reflects Indian law current as of [DATE OF USE]. The classification of interns, apprenticeship requirements, minimum wage floors and restrictions on young persons all change — have the programme reviewed by an employment adviser before it is run at scale.
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