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Internship & Career Development Center 
INTERNSHIP PLACEMENT 
NOTIFICATION LETTER
□ WINTER □ SUMMER I (FROM ----- TO -----)







Date
Dear Mrs./ Mr.
I hereby confirm that arrangements have been made for you to undertake your internship program with the following host organization. You are expected to start the program on -------- and complete it on ------.
For a smooth internship start, you are advised to make an appointment with the field supervisor to introduce yourself prior to the start of the actual training should your class schedule permits.

	Student / Academic Supervisor Details
	Internship Provider / Field Supervisor Details

	Student Name: 


	Company: 



	Student ID.: 

	Location: 


	Major: 

	Field Supervisor Name: 

	Nationality: 

	Field Supervisor Position: 



	Academic Supervisor Name: 


	Tel. No. 


	College: 

	Fax No.: 



	Academic Advisor Contact No.: 


	Company Working Days / Hours: 

	Special Comments:




This letter should be shown to the field supervisor during the first day of the internship program.

Manager, 
Internship & Career Development Center 
Internship Program Form 2 (IPF 2)

ICDC
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