Template from www.lineupx.com/blogs/internship-offer-letter-format. Replace every highlighted [field], delete the lines you do not need and remove this note. This is a template, not legal advice: have a lawyer review the wording, and a CA the stipend and payment lines, before you send it.
[Company letterhead: name, address, email, website]
Ref. no.: [INT/year/number]
Date: [DD Month YYYY]
To,
[Intern's full name]
[Course, college and university]
[Email] | [Phone]
Subject: Offer of internship as [Role]
Dear [Intern's first name],
Thank you for interviewing with [Company name]. We are pleased to offer you an internship as [Role] in our [Department] team, on these terms.
1. Duration: [number] weeks, from [start date] to [end date]. Any extension will be confirmed in writing.
1. Location and mode: [Office address and days a week] / [Remote: see the remote clause].
1. Working hours: [days], [start time] to [end time]. Please tell your mentor about exams and planned leave in advance.
1. Reporting to: [Mentor name], [designation], [email]. Your first-day instructions will come from [name].
1. Stipend: ₹[amount] per month, paid by bank transfer by the [date] of the following month, in proportion for part months. [Ask your CA how to word any deductions.] / This is an unpaid internship.
1. Your work: [Two or three lines on projects, tools and expected output]. You will review progress with your mentor every [week].
1. Confidentiality: You will keep all non-public information about [Company name], its clients and its products confidential, during the internship and after it ends.
1. Intellectual property: Work you create for [Company name] as part of this internship, including documents, code, designs and data, belongs to [Company name]. Anything you made before the internship stays yours. [Have a lawyer word this clause.]
1. Conduct and attendance: You will follow our code of conduct, attendance and data security rules, which we will share on day one, and inform your mentor before any absence.
1. Certificate: When you complete the internship and hand over your work, you will receive an internship certificate.
1. Ending early: Either you or [Company name] may end the internship by giving [number] days' notice by email.
1. [Optional] Full-time opportunity: [Paste a PPO clause from the guide, or delete this line.]
1. [Optional] Conditions: This offer depends on [your college's no-objection certificate / the documents listed below / a check of the details you have given us].
1. Day one: please bring [photo ID, college ID card, bank account details, and a letter from your college if it requires one].
This is an internship of fixed duration. Completing it does not by itself promise a job at [Company name]. [Optional: your lawyer's wording on how the internship is described.]
Please sign and return a copy of this letter by [reply-by date]. If we do not hear from you by then, we may offer the place to another candidate.
Regards,
[Signatory name]
[Designation], [Company name]
[Phone] | [Email]
ACCEPTANCE
I, [Intern's full name], accept this internship on the terms above and will join on [start date].
Signature: ______________________          Date: ______________________


[Company letterhead]
Ref. no.: [CERT/year/number]
Date of issue: [DD Month YYYY]
INTERNSHIP COMPLETION CERTIFICATE
This is to certify that [Intern's full name], a student of [course] at [College name], completed an internship with [Company name] as [Role] in the [Department] team from [start date] to [end date] ([number] weeks, [full-time / part-time / remote]).
During this period [he / she / they] worked on [project or tasks, in one or two lines] under the guidance of [Mentor name], [designation].
[Optional: one true line on conduct or performance.]
This certificate is issued for the intern's academic and career records. To verify it, write to [hr@company.in] quoting the reference number above.
We wish [Intern's first name] well in [his / her / their] studies and career.
[Signatory name]
[Designation], [Company name]
[Signature]          [Company seal, if your company uses one]


The intern's acceptance reply (email)
Subject: Acceptance of internship offer: [Role], [Your full name]
Dear [HR name],
Thank you for the offer to join [Company name] as a [Role] intern. I accept it on the terms in your letter dated [date]: [start date] to [end date], [work mode], stipend of ₹[amount] per month.
I have attached the signed copy. I will join on [start date] at [time] and bring [the documents listed in your letter].
I have one question: [for example, will you send my college a copy of the letter for its internship record?]
Thank you again.
Regards,
[Full name]
[Course, college, year]
[Phone number]
