Nicole,

We would like to offer you a summer internship at Clean Air Engineering

working primarily with our Information Technology Team.  The pay is $15.00

per hour.  Our hours are normally 8 am to 5 pm with a hour lunch but

hours may vary depending on work requirements.  We would like your

decision by March 21.  If you have any questions please call me at

847-______--- or reply by email.

Looking forward to having you on our team.

Bill Walker

Planned Start Date
Best to give a range if the date has not been discussed. Try to give intern at least one-week day between end of school and start date.
Planned End Date
Best to give a range if the date has not been discussed. Try to give intern at least one week between end of school and start date.
Physical and Drug Test
Date, time and place of test. Try to schedule this test in a clinic near the school at the earliest possible date.
Spirit of CleanAir Letter
Sponsoring Team
CleanAir AIM and Goals for Intern Program
Expectations Targets and Metrics
Each intern should have a personal project as described in our online intern ad. These should be tailored for each intern to make them interesting, challenging, useful long term to CleanAir and fun.
List of other Interns Information
*
Send email addresses of all other CleanAir interns 

*
Send HTML interest form template with authorization to post behind firewall. This could include things of interest for each intern such as looking for an apartment, roommate, tennis partner, B-ball or V-ball game, etc. We will then place on our special intern Intranet site. 

Person to ask for on 1st day
Dress code for 1st day
Request for confirmation of letter
Request for computer and software preference
