
Official Internship Appointment

Subject: Appointment as Internship Trainee

Dear [Trainee Name],

We are pleased to officially appoint you as an Internship Trainee in [Department] at [Company

Name], starting from [Start Date] to [End Date]. Your training will provide practical exposure aligned

with your academic background.

Please find the attached guidelines and reporting instructions. Kindly acknowledge receipt and

confirm your joining.

Sincerely,  

[Authorized Signatory]  

[Designation]

Get more templates here: 

https://www.lettersandtemplates.com/letters/appointment-letter-for-trainee


