
ATTENDO  ·  FREE HR TEMPLATE
Internship Offer Letter and Certificate Pack

Eight formats for an internship in India: the internship offer letter at the start, the internship certificate format at the end, and every letter in between.
What is inside  Eight Word formats you can type into, each with when to use it and what it rests on, then how to use the pack, what getting it wrong costs, the open questions and twenty-five citations
Who it is for  HR teams and founders taking on interns in manufacturing, corporate offices, IT services and consulting, and healthcare, and the intern who needs a certificate
Law current to  05-Nov-2026
Placeholders  Everything in [SQUARE BRACKETS] is yours to replace. The company fills every letter it signs, and the parts of Format 03 marked COMPANY FILLS before sending it; the intern fills in only their own details in Format 03. Search for the bracket before you send

Which format, in one line each
If you are the employer: first decide whether the person is an intern at all (How to use this pack, first step); then 01 or 02 to offer, 04 for the stipend, 05 to extend or end early, 06 and 07 at the end, 08 for the exit.
If you are the intern: 03 to accept and sign. Need a certificate? Your employer issues 06, or 07 if you want the work described.
In each format the notes for you (When to use, Rests on, Watch for) come first. The letter starts on a new page, between the two lines, and prints on one A4 sheet.
Format 01   Internship offer letter (stipend or unpaid)
Format 02   Internship offer letter for a student on a college-required internship
Format 03   Intern acceptance and undertaking (confidentiality, conduct, IP)
Format 04   Stipend letter / stipend revision
Format 05   Internship extension or early-end letter
Format 06   Internship completion certificate
Format 07   Internship experience letter (with work done and skills)
Format 08   Intern exit and handover checklist (both sides)

General information, not legal advice. Attendo (formerly Petpooja Payroll) provides this pack free.


FORMAT 01  Internship offer letter (stipend or unpaid)
When to use  You are taking on an intern directly, paid a stipend or unpaid, and the internship is not one their college requires (for that, use Format 02). Send it before the start date and ask for Format 03 back.
Rests on  No statute prescribes this letter; it rests on the terms you and the intern agree. In short: if the intern does real work for you on regular hours, pay at least your State's minimum rate and, with twenty or more employees, enrol them in PF from the date of joining (ESI at ten or more, within its limit); take no one under fourteen; and for an intern aged fourteen to seventeen, follow the hours, notice and register rules at the end of this note. The reasons follow. None of the four labour Codes uses the word intern. Each defines an employee as a person employed on wages, or for hire or reward, whether the terms are express or implied (Code on Wages s.2(k); OSH Code s.2(1)(t); Code on Social Security s.2(26); Industrial Relations Code s.2(l)), and the only trainee they leave out by name is an apprentice engaged under the Apprentices Act 1961. So a paid intern is, on our reading, an employee under each Code whatever the letter calls them, and a worker too unless employed mainly in a managerial or administrative capacity (Code on Wages s.2(z); OSH Code s.2(1)(zzl); Industrial Relations Code s.2(zr)). If the intern is an employee, a stipend is on our reading wages and cannot fall below your State's minimum rate; Format 04's Rests on line sets out how that rate is found. An apprentice is a different person in law. Under the Apprentices Act 1961 an apprentice is engaged only under a contract of apprenticeship, signed by the guardian where the person is a minor (s.2(aa), s.4(1)), registered on the apprenticeship portal (s.4(4)), is paid a stipend not below the prescribed minimum (s.13(1)), and in a designated trade is a trainee and not a worker, with labour laws not applying except as that Act provides (s.18). Graduate and technician apprentices under the National Apprenticeship Training Scheme are apprentices under the same Act. None of that reaches an intern. Do not call an apprentice an intern, or an intern an apprentice: the Codes' exclusion needs the contract, not the word. Under the Child and Adolescent Labour (Prohibition and Regulation) Act 1986, no child under fourteen may be employed or permitted to work in any occupation or process, save in the family's own non-hazardous enterprise or as an artist (s.3(1), s.3(2)); an adolescent, fourteen to under eighteen, may not work in a hazardous occupation or process in the Schedule (s.3A). Elsewhere (Part III, s.6) an adolescent works no more than three hours before an hour's rest and six hours spread a day, never between 7 p.m. and 8 a.m., with no overtime (s.7) and one whole day off a week (s.8), with notice to the Inspector within thirty days (s.9(2)) and an entry in the register (s.11). The Schedule was not read for this pack.
Watch for: Choose ONE stipend line and delete the other. Use the unpaid line only if the intern is here mainly to learn: supervised, on tasks chosen for their learning, not covering work you would otherwise pay someone for. If the work is real and the hours are regular, pay at least your State's minimum rate. The letter cannot decide whether the intern is an employee: on our reading a stipend paid for work done is wages, and the minimum rate, PF and ESI follow whatever this letter says. For an intern under eighteen, the hours line must fit s.7 and s.8 of the 1986 Act: a spread of no more than six hours with an hour's rest after at most three, between 8 a.m. and 7 p.m., and one whole day off a week; send the Inspector written notice within thirty days of the start (s.9(2)) and enter the intern in the register (s.11). Never describe the intern as an apprentice, a trainee under the Apprentices Act, or a probationer.



[COMPANY LETTERHEAD]
Date: [DD-MMM-YYYY]
To,
[INTERN'S FULL NAME], [INTERN'S ADDRESS]

Subject: Offer of internship as [INTERNSHIP ROLE, E.G. FINANCE INTERN]
Dear [INTERN'S FIRST NAME],
We are pleased to offer you an internship with [COMPANY NAME] as [INTERNSHIP ROLE] in the [DEPARTMENT] team at [LOCATION, OR REMOTE]. This is an internship for learning and practical experience for the period below. It is not an offer of a permanent post or of a job after the internship ends, and it is not an apprenticeship under the Apprentices Act, 1961.
Period: from [START DATE, DD-MMM-YYYY] to [END DATE, DD-MMM-YYYY], [NUMBER] weeks. Hours: [DAYS AND HOURS, E.G. MONDAY TO FRIDAY, 10.00 AM TO 4.00 PM], with [NUMBER] days of leave over the period.
Supervisor and mentor: [SUPERVISOR'S NAME, DESIGNATION], who will set your work, review it every [WEEK OR FORTNIGHT] and confirm your work for your completion certificate.
What you will work on: [TWO OR THREE LINES ON THE PROJECTS OR TASKS, E.G. MONTHLY STOCK RECONCILIATION AT THE PLANT, A CUSTOMER DASHBOARD, PATIENT INTAKE RECORDS].
Stipend: [CHOOSE ONE AND DELETE THE OTHER] [A stipend of ₹[AMOUNT] a month, paid by bank transfer by the [DAY, NO LATER THAN THE 7TH] of the following month, with tax deducted where the law requires.] [This internship is unpaid. We will reimburse [TRAVEL, DATA OR OTHER EXPENSES] against bills, up to ₹[AMOUNT] a month.]
Ending early: either of us may end the internship with [NUMBER] days' notice in writing. We will pay any stipend due up to the last day.
On completion we will give you an internship completion certificate, and on request an experience letter describing the work you did.
Please sign and return the attached acceptance and undertaking by [DD-MMM-YYYY]. If you are under eighteen, a parent or guardian must countersign it.
Yours sincerely,
[SIGNATORY NAME], [SIGNATORY'S DESIGNATION], for [COMPANY NAME]
Received a copy (intern): ______________________    Date: ____________



FORMAT 02  Internship offer letter for a student on a college-required internship
When to use  The student's college or university requires the internship as part of the course, and the college has written to you or issued a no objection or recommendation letter. Copy the college's training and placement officer.
Rests on  No statute prescribes this letter; it rests on the terms you and the intern agree, read with the college's letter. Colleges ask for an offer letter and a completion certificate because the UGC's 2023 internship guidelines make an internship of 60 to 120 hours after the fourth semester mandatory for undergraduate students (para 5.0 A) and expect a completion certificate at the end (para 6.3). Those guidelines bind colleges, not employers: the terms are for you and the college to agree (para 7.0), and they say nothing about a stipend. No central law says an internship may or may not be unpaid. The Codes cover a person employed on wages, so a student whose course requires the internship, there to learn and paid nothing, is on our reading outside the wage Codes. An unpaid internship that is in substance a job, regular hours on work the business would otherwise pay for, is the risk: the Codes look at the terms of employment express or implied (Code on Wages s.2(k)), not the title, and an agreement giving up wages due is void (s.60). One exception is written in: in a mine, a person working with the manager's knowledge is employed 'whether for wages or not' (OSH Code s.2(1)(t), proviso), so an unpaid intern at a mine is an employee for that Code. See Open questions.
Watch for: Keep the college's letter on file with this offer. It is your record that the internship is a course requirement and not a job. Keep the attendance and hours record too: Format 06 states the hours, and the college checks them against its own requirement.



[COMPANY LETTERHEAD]
Date: [DD-MMM-YYYY]
To,
[INTERN'S FULL NAME], [INTERN'S ADDRESS]
Copy to: [TRAINING AND PLACEMENT OFFICER'S NAME], [COLLEGE NAME]
Subject: Offer of internship under [COLLEGE NAME]'s [COURSE NAME] programme
Dear [INTERN'S FIRST NAME],
Further to [COLLEGE NAME]'s letter dated [DD-MMM-YYYY], reference [COLLEGE REFERENCE NUMBER], we are pleased to offer you an internship with [COMPANY NAME] as [INTERNSHIP ROLE] in the [DEPARTMENT] team at [LOCATION].
This internship is part of your [COURSE NAME, E.G. B.TECH MECHANICAL, MBA, B.SC NURSING] course, year [YEAR], and is for learning. It is not an offer of a job after the internship ends, and it is not an apprenticeship under the Apprentices Act, 1961.
Period: from [START DATE, DD-MMM-YYYY] to [END DATE, DD-MMM-YYYY], [NUMBER] weeks and [TOTAL HOURS] hours in all, matching the period and hours in your college's letter. Hours: [DAYS AND HOURS]. We will keep a record of your attendance and hours, signed by your supervisor, for your college.
Faculty guide: [FACULTY GUIDE'S NAME, COLLEGE]. Company supervisor: [SUPERVISOR'S NAME, DESIGNATION]. Your supervisor will complete any evaluation form your college sends, by the date it sets.
Stipend: [CHOOSE ONE AND DELETE THE OTHER] [A stipend of ₹[AMOUNT] a month, paid by bank transfer by the [DAY, NO LATER THAN THE 7TH] of the following month.] [No stipend is paid. We will reimburse [EXPENSES] against bills, up to ₹[AMOUNT] a month.]
Ending early: either of us may end the internship with [NUMBER] days' notice in writing, and we will tell your college. We will pay any stipend due up to the last day.
Your college's rules on attendance and conduct during the internship apply alongside ours.
Please sign and return the attached acceptance and undertaking by [DD-MMM-YYYY]. If you are under eighteen, a parent or guardian must countersign it.
Yours sincerely,
[SIGNATORY NAME], [SIGNATORY'S DESIGNATION], for [COMPANY NAME]
Received a copy (intern): ______________________    Date: ____________



FORMAT 03  Intern acceptance and undertaking (confidentiality, conduct, IP)
When to use  The intern signs this to accept Format 01 or 02. It covers confidentiality, conduct and who owns what the intern makes. It carries no non-compete. Fill in the blanks marked COMPANY FILLS, and the company's name and the role, before you send it; the intern fills in only their own name, address, college, date of birth and signature.
Rests on  A promise to keep information confidential restrains information, not a profession, so it is an ordinary contract (Indian Contract Act 1872, s.10), and a breach is answered in compensation for the loss that naturally arose from it (s.73). The Copyright Act makes the employer first owner only of work made in the course of employment 'under a contract of service or apprenticeship' (s.17(c)). Whether an internship is either is not settled, so on our reading the intern keeps the copyright unless they assign it in writing (s.19(1)), naming the work, the rights, the duration and the territory (s.19(2)), and stating the royalty and any other consideration payable (s.19(3)), which is why clause 3 says what the consideration is and that no royalty is due. An assignment reaches a medium or mode of exploitation not in existence or commercial use when it was made only if it names it (s.18(1), proviso), so clause 3 does. Leave the period out and it is five years (s.19(5)); leave the territory out and it is India only (s.19(6)); an assignment not exercised within a year lapses unless it says otherwise (s.19(4)). The intern's moral rights survive the assignment (s.57). A clause stopping the intern from working for anyone else after the internship is void to that extent (Indian Contract Act 1872, s.27), so this pack carries no non-compete. A minor is not competent to contract (Indian Contract Act 1872, s.11), so an undertaking signed only by an intern under eighteen does not bind them; have a parent or guardian countersign and treat the undertaking as a statement of the rules, not a contract you can sue on. That includes clause 3: on our reading the copyright in a minor intern's work stays with the intern even with the countersignature, so if the work matters, take a fresh written assignment once they turn eighteen. The POSH Act does not use the word intern, but its definition of employee covers a trainee or apprentice 'or called by any other such name', whether for remuneration or not, or on a voluntary basis (s.2(f)), and an aggrieved woman need not be employed at all (s.2(a)(i)). So a woman intern's complaint goes to your Internal Committee, paid or unpaid; below ten workers, to the Local Committee.
Watch for: Clause 3 is an assignment in writing, which an intern's work may need because the employer's automatic ownership may not reach an intern (see Rests on and Open questions). For an intern under eighteen, clause 3 may not pass the copyright even with the countersignature (see Rests on). Clause 3 covers copyright only: an invention needs its own written assignment, so take advice before an intern works on anything you may patent. Do not add a clause stopping the intern from joining a competitor: it is void.



[INTERN'S FULL NAME]
[INTERN'S ADDRESS]  |  [COLLEGE AND COURSE, IF A STUDENT]
Date: [DD-MMM-YYYY]
To,
[HR CONTACT'S NAME], [COMPANY NAME], [COMPANY ADDRESS]
Subject: Acceptance of internship offer dated [DD-MMM-YYYY]
Dear [HR CONTACT'S NAME],
I accept the internship offered to me as [INTERNSHIP ROLE] from [START DATE, DD-MMM-YYYY] to [END DATE, DD-MMM-YYYY] on the terms in your letter, and I undertake as follows. My date of birth is [INTERN'S DATE OF BIRTH, DD-MMM-YYYY].
1. Confidentiality. I will keep confidential all information I receive about [COMPANY NAME], its customers, patients, suppliers and employees, use it only for my internship work, and return or delete it when the internship ends. This continues after the internship for [COMPANY FILLS BEFORE SENDING: NUMBER] years, and does not cover information that is already public.
2. Conduct. I will follow the company's policies shared with me, including the policy on prevention of sexual harassment, the IT and data use policy and [COMPANY FILLS BEFORE SENDING: SAFETY RULES FOR THE SITE, E.G. PPE ON THE SHOP FLOOR, OR DELETE].
3. Work I create. I assign to [COMPANY NAME] the copyright in the reports, code, designs and other work I create for it during the internship, namely [COMPANY FILLS BEFORE SENDING: THE PROJECTS OR KINDS OF WORK, AS IN THE OFFER LETTER], with all the rights in it, including to reproduce, adapt, publish and communicate it to the public, for the full term of copyright and throughout the world, in every medium and mode of exploitation, including any not yet in existence or in commercial use. The consideration for this assignment is [COMPANY FILLS BEFORE SENDING: THE STIPEND IN MY OFFER LETTER, OR THE INTERNSHIP AND ITS TRAINING IF UNPAID], and no royalty or other consideration is payable to me or my heirs for it. This assignment does not lapse if the company does not exercise these rights within one year. I may describe the work in my CV and to my college in general terms, without confidential detail.
4. Property. I will return the laptop, ID card, access card and anything else issued to me by my last day.
5. Nothing here stops me from taking up any work or study after the internship ends.
Yours sincerely,
[INTERN'S FULL NAME]   Signature: ______________________   Date: [DD-MMM-YYYY]
[ONLY IF THE INTERN IS UNDER EIGHTEEN] Countersigned by parent or guardian: [PARENT OR GUARDIAN'S NAME, RELATIONSHIP TO THE INTERN]   Signature: ______________________   Date: ____________
Received for the Company on: ____________   By: ______________________



FORMAT 04  Stipend letter / stipend revision
When to use  You are confirming the stipend in writing for the first time, or changing it mid-internship. A bank, a scholarship body or a visa office may also ask the intern for this letter; for them, replace the Dear line with To whom it may concern.
Rests on  No statute prescribes this letter; it rests on the terms you and the intern agree. Income-tax charges a payment as salary only when it is due from an employer (Income-tax Act 2025, s.15(1) and s.16). The Act does not say whether a host firm is an intern's employer; on our reading a stipend paid for work done under the firm's direction is salary (see Open questions). Tax on salary is deducted under s.392(1) at the average rate on the estimated salary for the year, so where the year's tax is nil, nothing is deducted, and tax actually deducted is certified on Form No. 130, which was Form 16 (s.395(4); Income-tax Rules 2026, rule 215(1)). A scholarship granted to meet the cost of education is exempt (s.11 and Schedule II, Sl. No. 9); a stipend paid for work is not that, so do not label it a scholarship. If you pay an intern who is an employee, the stipend is, on our reading, wages, and no employer may pay an employee less than the minimum rate the appropriate Government has notified (Code on Wages s.5). For most private employers that is the State, and the rate depends on the State, the skill category and the area (s.6), so check your State's current notification; this pack prints no figure. Section 9 tells the Central Government to fix a floor wage below which no government may set a minimum rate; we found no notification fixing one, and either way the figure that binds you is your State's minimum rate. Where the intern is an employee and the stipend is paid monthly, it is paid before the seventh day of the following month ends (Code on Wages s.17(1)(iv)); a later date written into a letter does not move that, so the pay-day blank says no later than the 7th. If the intern is an employee and the establishment has twenty or more employees, the EPF Scheme 2026 makes every employee a member from the date of joining (para 9(2)); its excluded employees are only those above the ₹25,000 wage ceiling and certain international workers (para 2(f)), with no exclusion for interns or students. ESI works the same way at ten or more employees, within the ₹21,000 limit on ESIC's coverage page (we found no such notification under the Code). On our reading a paid intern is in both; an unpaid intern earns no wages, so no contribution arises.
Watch for: A stipend can be revised up at any time. Reducing it mid-internship changes terms you agreed, so take the intern's written agreement on a signed copy of this letter. Where the intern is a worker (see Format 01), a cut is also a change in wages under section 40 of the Industrial Relations Code: give notice in the manner your State's rules prescribe and wait twenty-one days before it applies, and never go below your State's minimum rate.



[COMPANY LETTERHEAD]
Date: [DD-MMM-YYYY]
To,
[INTERN'S FULL NAME], [INTERN'S ADDRESS]

Subject: [CHOOSE ONE: Stipend confirmation / Revision of stipend] for [INTERN'S FULL NAME]
Dear [INTERN'S FIRST NAME],
This confirms that [INTERN'S FULL NAME] is an intern with [COMPANY NAME] as [INTERNSHIP ROLE] from [START DATE, DD-MMM-YYYY] to [END DATE, DD-MMM-YYYY].
[FOR A CONFIRMATION, KEEP THIS AND DELETE THE NEXT PARAGRAPH] The stipend is ₹[AMOUNT] a month, paid by bank transfer to the intern's account by the [DAY, NO LATER THAN THE 7TH] of the following month.
[FOR A REVISION, KEEP THIS AND DELETE THE PARAGRAPH ABOVE] With effect from [DD-MMM-YYYY], the stipend is revised from ₹[OLD AMOUNT] to ₹[NEW AMOUNT] a month, because [REASON, E.G. THE INTERN HAS TAKEN ON THE MONTHLY STOCK RECONCILIATION]. All other terms of the offer dated [DD-MMM-YYYY] stay the same.
Deductions: [LIST EACH, E.G. TAX DEDUCTED AT SOURCE, OR NONE]. Tax will be deducted from the stipend where the law requires it, and a certificate of tax deducted will be issued where it is.
Yours sincerely,
[SIGNATORY NAME], [SIGNATORY'S DESIGNATION], for [COMPANY NAME]
Received a copy (intern): ______________________    Date: ____________



FORMAT 05  Internship extension or early-end letter
When to use  The internship is being extended, or is ending before the end date because the intern asked, the project closed or the intern broke the undertaking. Pick one option and delete the others.
Rests on  No statute prescribes this letter; it rests on the terms you and the intern agree. Where the intern is an employee under the Code on Wages, a stipend that is wages is paid within two working days of the internship ending early by the employer or on the intern's resignation (s.17(2)), and a laptop or ID not returned is no reason to hold it: a deduction for property entrusted and lost through neglect is allowed only up to the loss and after a chance to show cause (s.18(2)(c), s.21). The notice clause in Format 01 or 02 is what makes an early end a termination under a stipulation in the contract, which the Industrial Relations Code keeps out of retrenchment (s.2(zh)(iii)); give at least that notice. Without it, on our reading a paid intern who is a worker and has worked 240 days in twelve months is owed retrenchment notice and compensation (s.66, s.70).
Watch for: For a college-required internship, copy the college on Options B and C. Under Option C, give the intern a chance to respond before you send it, and keep the reason factual: this letter can be read by their college and a future employer.



[COMPANY LETTERHEAD]
Date: [DD-MMM-YYYY]
To,
[INTERN'S FULL NAME], [INTERN'S ADDRESS]

Subject: [CHOOSE ONE: Extension / Early end] of your internship
Dear [INTERN'S FIRST NAME],
OPTION A, EXTENSION. Your internship as [INTERNSHIP ROLE] is extended from [OLD END DATE, DD-MMM-YYYY] to [NEW END DATE, DD-MMM-YYYY], to [REASON, E.G. COMPLETE THE QUALITY AUDIT PROJECT]. [IF PAID] Your stipend for the extended period is ₹[AMOUNT] a month. Every other term of your offer dated [DD-MMM-YYYY] and your undertaking stays the same.
OPTION B, EARLY END AT YOUR REQUEST. Further to your request dated [DD-MMM-YYYY], your internship will end on [LAST DAY, DD-MMM-YYYY]. [IF PAID] Your stipend up to that day will be paid by [DD-MMM-YYYY, WITHIN TWO WORKING DAYS OF THE LAST DAY]. You will receive a certificate for the period you completed.
OPTION C, EARLY END BY THE COMPANY. Your internship will end on [LAST DAY, DD-MMM-YYYY], [NUMBER, NOT FEWER THAN THE NOTICE IN YOUR OFFER LETTER] days from the date of this letter, because [REASON, STATED PLAINLY AND WITHOUT ALLEGATION, OR THE BREACH OF CLAUSE [NUMBER] OF YOUR UNDERTAKING THAT WAS DISCUSSED WITH YOU ON [DD-MMM-YYYY]]. [IF PAID] Your stipend up to that day will be paid by [DD-MMM-YYYY, WITHIN TWO WORKING DAYS OF THE LAST DAY]. You will receive a certificate for the period you completed.
Please return the property issued to you by your last day, using the exit checklist.
Yours sincerely,
[SIGNATORY NAME], [SIGNATORY'S DESIGNATION], for [COMPANY NAME]
Received a copy (intern): ______________________    Date: ____________



FORMAT 06  Internship completion certificate
When to use  The internship is over, or ended early (state the dates actually completed). Give it on or soon after the last day, and within ten days of the last day where you have 300 or more workers and the intern was paid (see Rests on). The intern's college or next employer will ask for it. If the college has sent its own certificate or evaluation form, fill in and sign that as well.
Rests on  We found no central statute that requires an internship certificate or an experience letter. The nearest duty is the service certificate in the Model Standing Orders 2026 (cl.13(1)(ii) for manufacturing, cl.14(1)(ii) for mines and services): nature of work, designation and period of employment, within ten days of the worker leaving. It is owed to a worker, and only in an establishment of 300 or more workers. The orders do not name an intern, but they sort every worker into a class (cl.2(1)), and on our reading a paid intern who is a worker under s.2(zr) of the Industrial Relations Code falls into one, such as temporary (cl.2(3)). So where you have 300 or more workers, give a paid intern Format 06 within ten days: it states the three particulars the clause asks for. For a college-required internship, the UGC's 2023 internship guidelines expect a completion certificate at the end (para 6.3) and count the internship in hours, so state them; the guidelines bind colleges, not employers (para 7.0; see Format 02).
Watch for: State only facts you can stand behind: the dates, the role and the area of work. Put an assessment of performance in Format 07, not here, so the certificate can be issued to every intern the same way. Sign it as the company: HR or the supervisor named in the offer, the same signatory you use for Format 07.



[COMPANY LETTERHEAD]
Ref: [CERTIFICATE NUMBER]   Date: [DD-MMM-YYYY]
INTERNSHIP COMPLETION CERTIFICATE
This is to certify that [INTERN'S FULL NAME], [ONLY IF A COLLEGE STUDENT: A STUDENT OF COURSE NAME, YEAR, COLLEGE NAME, ENROLMENT NUMBER], completed an internship with [COMPANY NAME] as [INTERNSHIP ROLE] in the [DEPARTMENT] team at [LOCATION] from [START DATE, DD-MMM-YYYY] to [END DATE, DD-MMM-YYYY], a period of [NUMBER] weeks.
[ONLY FOR A COLLEGE-REQUIRED INTERNSHIP] The internship comprised [TOTAL HOURS] hours over [NUMBER] weeks, and [HE / SHE / THEY] attended [DAYS ATTENDED] of [WORKING DAYS] working days.
During the internship [HE / SHE / THEY] worked on [ONE LINE ON THE PROJECT OR AREA, E.G. PRODUCTION PLANNING FOR THE PRESS SHOP].
We wish [HIM / HER / THEM] well.
For [COMPANY NAME]
[SIGNATORY NAME], [SIGNATORY'S DESIGNATION]   Signature: ______________________   [COMPANY SEAL, IF USED]



FORMAT 07  Internship experience letter (with work done and skills)
When to use  The intern asks for more than the completion certificate: what they actually did and what they learned, for a job application or a higher-studies admission. The supervisor drafts it; HR signs it.
Rests on  We found no central statute that requires an internship experience letter. The nearest duty, the service certificate in the Model Standing Orders 2026, is owed only in an establishment of 300 or more workers, and on our reading reaches a paid intern who is a worker (see Format 06, which discharges it); this letter can follow on request.
Watch for: Every line is a statement by the company about a person. Write only what the supervisor saw, leave out confidential client or patient detail, and keep a signed copy.



[COMPANY LETTERHEAD]
Ref: [CERTIFICATE NUMBER]   Date: [DD-MMM-YYYY]
INTERNSHIP EXPERIENCE LETTER
[INTERN'S FULL NAME] was an intern with [COMPANY NAME] as [INTERNSHIP ROLE] in the [DEPARTMENT] team from [START DATE, DD-MMM-YYYY] to [END DATE, DD-MMM-YYYY], reporting to [SUPERVISOR'S NAME, DESIGNATION].
Work done: [THREE TO FIVE LINES, EACH A REAL TASK AND ITS RESULT, E.G. MAPPED THE CHANGEOVER TIMES ON TWO PRESS LINES AND PROPOSED A SCHEDULE THAT CUT IDLE TIME; BUILT A WEEKLY SALES REPORT IN EXCEL; DIGITISED 400 PATIENT INTAKE FORMS].
Projects and tools: [THE PROJECTS, AND THE TOOLS OR SOFTWARE USED, E.G. EXCEL, SAP, PYTHON, THE HOSPITAL'S RECORDS SYSTEM].
Skills shown: [THREE TO FIVE SKILLS, EACH ONE YOU SAW, E.G. DATA ANALYSIS IN EXCEL, WRITTEN REPORTING, WORKING TO A SHIFT SCHEDULE].
[OPTIONAL] Assessment: [ONE OR TWO SENTENCES THE SUPERVISOR WILL STAND BEHIND].
This letter is issued at [HIS / HER / THEIR] request.
For [COMPANY NAME]
[SIGNATORY NAME], [SIGNATORY'S DESIGNATION]   Signature: ______________________   [COMPANY SEAL, IF USED]



FORMAT 08  Intern exit and handover checklist (both sides)
When to use  From the last week of the internship until the certificate goes out. One copy for the intern, one for the supervisor and HR.
Rests on  The rows rest on: Indian Contract Act 1872, s.10 and s.73 (confidentiality); Copyright Act 1957, s.17 and s.19 (work created); Code on Wages 2019, s.17(2), s.18(2)(c) and s.21, where the intern is an employee (stipend and property); Income-tax Act 2025, s.392(1), and Income-tax Rules 2026, rule 215(1) (Form No. 130), where tax is deducted; POSH Act 2013, s.2(f), s.4(1), s.6(1) and s.9(1) (the complaint row). The sentences are in Formats 03 to 07 and the Citations.
Watch for: The stipend and the handover are separate. Property not returned is a claim to raise separately, not a reason to hold a stipend that is due.



Intern: [INTERN'S FULL NAME]   Supervisor: [SUPERVISOR'S NAME]   Last day: [DD-MMM-YYYY]
THE INTERN
☐   Handover note written: what is finished, what is open, where the files are, signed by the supervisor
☐   Laptop, ID card, access card and any other property returned, with a receipt
☐   Company files, data and logins on personal devices deleted, and a line confirming it in the handover note
☐   College evaluation form, if any, given to the supervisor with its due date
☐   Personal email and postal address given to HR for the certificate
☐   Attendance and hours record, or activity logbook, signed by the supervisor, if the college asks for one

THE EMPLOYER (SUPERVISOR AND HR)
☐   Stipend up to the last day computed, and paid without holding it for property not yet returned
☐   Tax on the stipend, if any was deducted, shown on a certificate of tax deducted
☐   System and building access removed on the last day
☐   Work the intern created listed, and the clause 3 assignment in Format 03 confirmed as signed
☐   Completion certificate (Format 06) issued, and the experience letter (Format 07) if asked for
☐   College evaluation form completed and sent, for a college-required internship
☐   Intern told how to raise a complaint with the Internal Committee (the Local Committee where there are fewer than ten workers) after leaving, if anything happened during the internship: a woman intern's complaint is due within three months of the incident, or of the last of a series, which the Committee may extend by three months (POSH Act, s.9(1))

Stipend paid on [DD-MMM-YYYY]: ₹[AMOUNT, OR NIL IF UNPAID]   Checked by: [HR NAME]   Signature: ____________
Intern: handover complete and certificate received on ____________   Signature: ____________



How to use this pack
Which format, by situation
	Situation
	Who writes
	Formats

	Taking on an intern directly
	Employer, then intern
	01, 03

	A college requires the internship
	Employer, then intern
	02, 03

	Confirming or changing the stipend
	Employer
	04

	The end date moves
	Employer
	05

	The internship ends
	Employer
	06, 07, 08



1.  Decide first what the person is. An apprentice under the Apprentices Act, 1961 is engaged on an apprenticeship contract, not on this pack. A person doing real work for you on pay may be an employee whatever the letter calls them. An intern is someone here mainly to learn.
2.  Small office? With fewer than twenty employees PF does not reach the intern; with fewer than ten, ESI does not either, and a woman intern's harassment complaint goes to the Local Committee instead of your own Internal Committee. An unpaid intern who is there to learn earns no wages, so no minimum rate or contribution arises. Every employer still uses an offer (01 or 02), the undertaking (03) and the certificate (06).
3.  Pick the offer by who arranged it: Format 01 when you take the intern on directly, Format 02 when a college requires the internship. Every intern signs Format 03.
4.  Put the stipend in writing in the offer, and use Format 04 whenever it changes or the intern needs proof of it.
5.  Use Format 05 the moment the end date moves, so the dates on the certificate match a letter.
6.  Give every intern Format 06 at the end, on the dates actually completed. Format 07 is the fuller letter; issue it when asked.
7.  Run Format 08 in the last week. The stipend is paid on time whether or not the laptop has come back.
8.  Stamp duty on the offer or the signed acceptance, if any, is set by the Stamp Act and schedule of the State where it is signed. No State's schedule was read for this pack, so check yours.
9.  Replace every [SQUARE BRACKET] before you send. Search the file for an opening square bracket as a final check.

What getting it wrong costs
Failing to constitute an Internal Committee, or contravening any other provision of the POSH Act, is a fine up to ₹50,000; on a repeat after conviction, twice the punishment, and the licence or registration the business needs may be cancelled or not renewed (POSH Act 2013, s.26). That reaches a woman intern's case, paid or unpaid, because the Act's definition of employee covers a trainee by any other name (Format 03, Rests on); below ten workers the complaint goes to the Local Committee.
Where the intern is an employee under the Code on Wages, paying less than the amount due is a fine up to ₹50,000 (s.54(1)(a)), and a repeat within five years up to three months' imprisonment or ₹1,00,000 or both (s.54(1)(b)); the company and the person in charge of its business are both liable (s.55). The claims authority may order compensation of up to ten times the claim (s.45(2)), applied for within three years (s.45(6)).
Where a paid intern is an employee and PF or ESI applies, failing to pay a contribution is two to six months' imprisonment and a fine of ₹50,000, and one to three years and ₹1,00,000 where the intern's share was deducted and not paid over (Code on Social Security 2020, s.133(a)); a repeat after conviction is two to three years and ₹3,00,000 (s.134). The company and the person in charge of its business are both liable (s.135). Before prosecuting, the inspector must give a written direction and a time to comply, except on a repeat within three years (s.137).
Employing a child against s.3, or an adolescent against s.3A, is six months to two years' imprisonment, or a fine of ₹20,000 to ₹50,000, or both (Child and Adolescent Labour Act 1986, s.14(1) and (1A); Gujarat raised the fine ceiling to ₹1,00,000 by Gujarat Act 19 of 2021); a repeat is one to three years (s.14(2)), and both are cognizable (s.14A). Missing the notice or the register is up to one month or ₹10,000, or both (s.14(3)(d)). On our reading an unpaid intern is still 'permitted to work' (see Open questions).
Without a written assignment, the copyright in what an intern makes may stay with the intern, on our reading of the Copyright Act's 'contract of service' wording; that is not a penalty, but it is the loss most employers discover too late.


Open questions
Where the law is not settled, or was not read for this pack, it says so here rather than in a letter.
•  Whether a stipend is wages. No Code and no court has decided it for an intern. On our reading a stipend paid for work done is wages, with minimum wages, PF and ESI following; a stipend that only supports learning, with no work owed, arguably is not. The Income-tax Act has the same gap: it taxes salary from an employer and does not say whether a host firm is an intern's employer. And if a paid intern is an employee, a written offer with fixed dates may also meet the Codes' definition of fixed term employment (Industrial Relations Code s.2(o)), which carries pay no less than a permanent worker's on the same or similar work and pro rata gratuity (Code on Social Security s.53). No ruling applies this to an intern; it is the strongest reason to keep a learning internship a learning one.
•  Whether an intern works under a 'contract of service or apprenticeship' for s.17(c) of the Copyright Act. It is unsettled, which is why Format 03 takes a written assignment under s.19 instead of relying on the employer's default ownership.
•  Whether an unpaid intern doing productive work is an employee on wages by implication. On our reading the risk is real where the work replaces a paid role, but there is no ruling under the Codes.
•  Whether an unpaid intern under eighteen is 'permitted to work' under s.3 and s.3A of the Child and Adolescent Labour Act 1986. On our reading yes, so the age limits and the adolescent conditions apply whether or not a stipend is paid.
•  No State Shops and Establishments Act, State minimum wage notification or State stamp law was read for this pack. Your State may add to what is here.

Citations
	What this pack says
	Source
	Provision

	An apprentice is engaged on a registered apprenticeship contract, signed by a guardian for a minor, paid a minimum stipend, and in a designated trade is a trainee, not a worker
	Apprentices Act, 1961
	s.2(aa), s.4(1), s.4(4), s.13(1), s.18

	Employee means a person employed on wages; the only trainee left out is an Apprentices Act apprentice; worker excludes the mainly managerial; in a mine, employed whether for wages or not
	Code on Wages, 2019; OSH Code, 2020; Code on Social Security, 2020; Industrial Relations Code, 2020
	s.2(k), s.2(z); s.2(1)(t) and proviso, s.2(1)(zzl); s.2(26); s.2(l), s.2(zr)

	No employee paid below the notified minimum rate, set by the appropriate Government; a floor wage limits governments, and we found no floor wage notification
	Code on Wages, 2019
	s.5, s.6, s.9

	Internship of 60 to 120 hours after the fourth semester mandatory for undergraduates; completion certificate; binds colleges, not employers
	UGC, Guidelines for Internship/Research Internship for Under Graduate Students, 2023
	paras 5.0 A, 6.3, 7.0

	Terms of employment express or implied; giving up wages due is void
	Code on Wages, 2019
	s.2(k), s.60

	Employee covers a trainee 'or called by any other such name', paid or not; an aggrieved woman need not be employed
	POSH Act, 2013
	s.2(a)(i), s.2(f)

	Every employee a member from joining; excluded employees a closed list
	EPF Scheme, 2026
	para 2(f), para 9(2)

	A non-compete after the internship is void to that extent
	Indian Contract Act, 1872
	s.27

	Confidentiality is an ordinary contract; breach is compensated for the loss caused
	Indian Contract Act, 1872
	s.10, s.73

	A minor is not competent to contract; on our reading that reaches a minor intern's copyright assignment
	Indian Contract Act, 1872
	s.11

	Employer owns first only under a contract of service or apprenticeship; an assignment is in writing, names work, rights, term and territory, and states the royalty and other consideration; it reaches a future medium only if it names it; defaults of five years and India; lapse in a year unless it says otherwise; moral rights survive
	Copyright Act, 1957
	s.17(c), s.18(1), s.19(1), s.19(2), s.19(3), s.19(4), s.19(5), s.19(6), s.57

	No child under fourteen employed or permitted to work; no adolescent in a Scheduled hazardous process; adolescent conditions
	Child and Adolescent Labour (Prohibition and Regulation) Act, 1986
	s.3(1), s.3(2), s.3A, s.6, s.7, s.8, s.9(2), s.11

	Penalties for employing a child or adolescent, and for missing the notice or register
	Child and Adolescent Labour (Prohibition and Regulation) Act, 1986; Gujarat Act 19 of 2021 (fine ceiling)
	s.14(1), s.14(1A), s.14(2), s.14(3)(d), s.14A

	Service certificate within ten days, for workers at 300 or more workers; the classes do not name an intern, but on our reading a paid intern who is a worker falls in one; we found no central statute requiring an internship certificate
	Model Standing Orders, 2026, S.O. 2312(E)
	cl.2(1), cl.2(3), cl.13(1)(ii), cl.14(1)(ii)

	Salary is charged only when due from an employer; a stipend for work is salary on our reading
	Income-tax Act, 2025
	s.15(1), s.16

	A scholarship for the cost of education is exempt
	Income-tax Act, 2025
	s.11, Schedule II, Sl. No. 9

	Tax on salary deducted at the average rate; certified on Form No. 130
	Income-tax Act, 2025 and Income-tax Rules, 2026
	s.392(1), s.395(4); rule 215(1)

	Internal Committee; Local Committee below ten workers; a complaint within three months, extendable by three
	POSH Act, 2013
	s.4(1), s.6(1), s.9(1)

	Penalty for not constituting the Internal Committee; on a repeat, twice the punishment and the licence at risk
	POSH Act, 2013
	s.26(1), s.26(2)

	Where the intern is an employee: monthly pay before the seventh; paid within two working days of an early end; property deductions only up to the loss, after show cause
	Code on Wages, 2019
	s.17(1)(iv), s.17(2), s.18(2)(c), s.21

	Where the intern is an employee: underpaying is a fine, more on a repeat, the company and the person in charge liable; claim of up to ten times
	Code on Wages, 2019
	s.54(1)(a), s.54(1)(b), s.55, s.45(2), s.45(6)

	Where the intern is a worker: a stipend cut is a change in wages, with notice and twenty-one days
	Industrial Relations Code, 2020
	s.40, Third Schedule item 1

	An early end under the offer's own notice term is not retrenchment; otherwise, after 240 days, retrenchment notice and compensation
	Industrial Relations Code, 2020
	s.2(zh)(iii), s.66, s.70

	A paid intern on a written fixed-period offer may be in fixed term employment: pay parity and pro rata gratuity (open question)
	Industrial Relations Code, 2020; Code on Social Security, 2020
	s.2(o); s.53

	Where the intern is an employee: an unpaid PF or ESI contribution is an offence; repeat; company and person in charge; written direction first
	Code on Social Security, 2020
	s.133(a), s.134, s.135, s.137
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