INTERNSHIP OFFER & ENGAGEMENT AGREEMENT
This Internship Offer & Engagement Agreement ("Agreement") is made between:

Bright Future Marketing Agency
Address: 123 Innovation Drive, San Francisco, CA 94105
Phone: (415) 555-0192
Email: hr@brightfuturemarketing.com

And

Jordan Matthews
Address: 321 Campus View Dr, Morgantown, WV 26505
Phone: (304) 987-6543
Email: jordan.matthews@mix.wvu.edu

This Agreement outlines the terms and conditions of the internship position being offered to the Intern.


1. OFFER DETAILS
· Intern’s Name: Jordan Matthews
· Position Title: Digital Marketing Intern
· Position Description Summary: Assist in the creation of social media content, conduct market and keyword research, support email marketing campaigns, and contribute to analytics reporting.
· Internship Duration: From July 1, 2025 to September 30, 2025
· Work Schedule: Part-time, 15–20 hours per week; Monday–Thursday, flexible between 9 AM and 5 PM EST
· Compensation: $18.00 per hour [or $XX stipend for the internship duration; state “unpaid” if applicable]
· Reporting To: Jamie Liu, Digital Marketing Manager
· Benefits: (if any): [e.g., access to professional development events, travel reimbursement, etc.; state “None” if not applicable]
Example: Weekly virtual professional development sessions, mentorship from senior staff, and a $100/month remote work stipend. 


2. TERMS OF ENGAGEMENT
· Duties and Learning Goals:
The Intern will undertake tasks consistent with the position description. Learning goals include [list goals, e.g., developing skills in X, gaining experience with Y].
Example: Jordan will support the marketing team in digital campaign execution, content development, and performance analysis. Learning outcomes include applied knowledge of digital tools (e.g., Google Analytics, Mailchimp), audience engagement strategies, and cross-platform marketing.
· Code of Conduct:
The Intern is expected to meet performance expectations, follow all company policies, and maintain professional communication and conduct.
· Confidentiality:
The Intern agrees not to disclose any proprietary, client, or internal company information obtained during the course of the internship, both during and after the internship period.
· Intellectual Property:
Any work products, inventions, or intellectual property created during the internship shall be the property of [Company Name], unless otherwise agreed upon in writing.

· Work Environment:
This internship will be conducted [in-person / remotely / hybrid – specify details as needed].
Example: This internship will be remote, with optional attendance at virtual team meetings. Jordan will use their WVU-issued Zoom account for weekly check-ins.
· At-Will Status:
This internship is at-will, meaning either party may terminate the agreement at any time, with or without cause or notice, unless otherwise required by law.
· Academic Credit (if applicable):
[Company Name] will cooperate with any academic requirements should the Intern be seeking course credit, including completing evaluation forms or providing confirmation letters.
Example: Jordan is eligible to receive academic credit through West Virginia University. Bright Future Marketing Agency agrees to assist in completing all university-required documentation and evaluations to ensure eligibility and compliance with WVU’s internship policies.
· Early Termination:
Either party may terminate the internship early by providing written notice. A minimum two-week notice is requested, if possible.

Company Responsibilities—We agree to provide the intern with:
· A welcoming, safe, and respectful learning environment
· Clear goals and expectations
· Ongoing support, skill-building opportunities, and regular feedback
· Networking opportunities (e.g., staff introductions, events)
· A potential reference letter or LinkedIn endorsement (based on performance)
· Structured learning aligned with academic/career goals

Intern Responsibilities—The intern agrees to:
· Showing up on time and being prepared during agreed-upon hours
· Communicating availability and deadlines
· Completing tasks with integrity and professionalism
· Taking initiative and asking questions for clarity or for help when needed
· Follow confidentiality and behavior guidelines
· Being honest, respectful, and curious while doing your best and learning from mistakes

[Yes or No]   I give [Company Name] permission to use my name, photo, and internship story on their official social media platforms.


3. ACCEPTANCE OF TERMS
By signing below, both parties agree to the terms and conditions set forth in this Internship Offer & Engagement Agreement.

[Company Name] Representative
Name: ______________________________
Title: ______________________________
Signature: ___________________________
Date: _______________________________

Intern
Name: ______________________________
Signature: ___________________________
Date: _______________________________
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