SAMPLE Academic Training Offer Letter
This letter is intended as a sample only.  It contains all the necessary items needed in an Academic Training offer letter.  


Date:


Dear [Student’s Full Name]:  

[Company Name] is pleased to offer you a position as [Insert Job Title] with the following terms:

• Start date: 
The start must be a future date allowing at least 2-3 business days for processing and review.
• End date: 
“A student can engage in up to 18 months [of Academic Training] or the period of the full course of study, whichever is less."
• Number of hours per week

• Salary/Stipend: 
Indicate if Academic Training is paid or unpaid
The Academic Training experience is paid.  OR The Academic Training experience is unpaid.  
• Job location address 
Street address, city, state, zip code
•  Job description/duties:
Which clearly defines how this placement relates to your major/field of study.  

We look forward to working with you. 

Sincerely, 


Name of Direct Supervisor / Human Resource Representative
Title
Company Name
Email address 

Employment letter must be signed and printed on employer’s letterhead.



Note to the Employer:
· J-1 international student may NOT  begin employment until s/he has received an updated Form DS-2019 authorizing the employment.
