


Date

Full Name
Address
City, State Zip Code

Dear First Name:

Thank you for your interest in the unclassified Intern position with the Kansas Office Name. This letter is written confirmation of the verbal offer of employment (internship) made to you and confirms your subsequent verbal acceptance of the offer.

I am pleased to offer you this position with a tentative begin date of Monday, ***, **, 2023. pending official appointment approval and a Kansas Tax Clearance Certificate. The agreed working hours will be Tuesday and Thursday 1:00-4:30pm and Friday 8:00am-4:30pm unless otherwise coordinated with your supervisor. The internship period is for the Summer 2023 semester and will close with the semester unless otherwise agreed upon to continue. The compensation offered for this position is $14.00 per hour. The Fair Labor Standards Act (FLSA) status of your position is non-exempt. Part time positions must be carefully monitored of combined hours worked with a Regent university and/or any state office to not exceed 999 hours per year. Your supervisor will be insert name.

To document your acceptance of the position, please sign, date and return this letter to confirm your understanding of the offer. You may email a scanned copy to my attention at Director’s Email.  Please let me know if you have any questions regarding this position or the terms of your acceptance. 

First Name, congratulations on being accepted into the Internship Program! We look forward to having you join the Office Name team and the contributions that you will make in this important role. Thank you for accepting the challenge. 

Sincerely,



Name, Director
Office Name

Cc: Employee Personnel File




I accept the unclassified position of Intern with the Kansas Office Name offered at an hourly wage of $14.00 effective Starting Date pending official appointment and a Kansas Tax Clearance I will submit a copy to the above Director within 10 days of this offer. I understand I must track the worked hours combined with a Regent university and/or state offices to not exceed 999 hours per year.



Employee Name		Employee Printed Signature				Date

