
To prepare an offer letter, you need to do the following:

1. Open file “Оферта_Offer letter”

2. Specify the position of the head of the organization, the name of the organization, and the

full name of the head of the organization.

3. After “Dear” specify the full name of the head of the organization.

4. Specify the name of the organization.

5. Specify the number of people undergoing internship and their full name.

6. Select the format of internship by removing the unsuitable format. It is also necessary to

remove the footnote.

7. Open file “Приложения_ Annex”

8. Specify the name of the organization and the number of people undergoing internship.



9. Specify the full name and position of the head of internship from the organization.

10. With the remote format of internship, completely delete 2 paragraphs. In the case of

internship with students’ presence at the Industry-specific Organization, delete the

paragraph highlighted in yellow and remove the italics from the paragraph below.

11. The offer letter is ready. It should be sent to the mail of the Center for Practices and Project

Activities (cfiapa@hse.ru ) in the format .docx to check.


