[Date]


[Method of Delivery]

[Address]


Re: Unpaid Internship with [program, faculty member, department, e.g.]


Dear [Intern Name],

Northeastern University is delighted to offer you the position of Unpaid Intern with [program, faculty member, department, e.g.].  Your unpaid internship will start on [date] and end on [date – not more than one academic year after start and aligned with academic objectives of the internship], but it may be terminated at any time or if you stop receiving beneficial learning.  You will engage in practical training for [#] hours per week for the duration of your unpaid internship from [start time] to [end time], [days of week work will be performed].  This schedule is established pursuant to the university’s understanding of your current academic commitments, as applicable.  You will conduct your unpaid internship under the close supervision of [internship coordinator name] at [the internship location].  
This unpaid internship is an education or training program designed to provide you with educational and practical experience, and is purely academic and for your express educational benefit only.  You will not receive any financial benefits or compensation and you are not entitled to a job at the conclusion of this unpaid internship.    
Your responsibilities will include:  [provide some detail about expected intern responsibilities.  All duties assigned to the intern must be for the intern’s educational benefit and not for the benefit of the university.  Unpaid interns may not displace paid employees nor should their work be traditionally performed by employees.  The work performed by unpaid interns should complement the work of employees.]
During your unpaid internship, you are not an employee of the university.  Nevertheless, you are required to comply with all applicable university policies and procedures and any training programs the university deems necessary to enable you to safely and efficiently perform your internship activities.  Additionally, you may have access to confidential or proprietary information that you must protect, and you are prohibited from disclosing or using it for any unintended purpose.  You are also advised the university owns and retains all rights to its intellectual property.  Any intellectual property you may develop during this unpaid internship will be assigned to and vest in the university immediately as created.   
[bookmark: _GoBack]Northeastern University requires all interns to comply with its COVID-19 health and safety protocols.  This includes providing proof of COVID vaccination, or supplying supporting documentation that may qualify you for either a medical or religious exemption.  You will be expected to provide this information within the first 30 days of your internship using the university’s online wellness portal.  You should review the university’s COVID-19 information page and FAQs for information about the university’s COVID-19 health and safety protocols.
This letter represents the entire understanding between you and the university with respect to your unpaid internship.  If the terms of the unpaid internship outlined above are agreeable to you, please provide your acknowledgement and acceptance by signing below.  Please return a signed copy of this letter to [contact name and email address or physical address].   
Should you have any questions about your unpaid internship, including the terms outlined in this letter, please do not hesitate to contact [contact name]. 

Sincerely,


[Name]

Accepted: ____________________________________ 	Date: ______________________
	     [Unpaid Intern Name]
