Name of the organization
Street City, state and zip code
Date: MM/DD/YYYY
Dear Mr. / Mrs. (Employe name), This is to confirm that (Name of the organization) is offering (Employe's name) an internship position (Job title), beginning (Insert the start date) and ending (Insert the date when the internship will end). This employment will responsible to serve as a curricular practical training (CPT) which is associated with the academic program at the (name of the university) at (name of the place).
The location of the internship assignment will be (The address of the company). Your internship manger/ supervisor will be Mr. / Mrs. (the title department). You will be expected to work for (Insert the number of hours) and will receive $ (insert the amount) per hour. Your employment identification number is (Organization's EIN).
Your job responsibilities will include: (Insert the detail information on what the student will be doing and what will be his/her responsibilities).
On behalf of the company, I welcome you to (insert the organization).
Sincerely,
Hiring manager or supervisor 
(Job title)

