SAMPLE EMPLOYER LETTER
(The letter must be returned on company letterhead)
*For all bold phrases, please replace them with specific information*
Date
Penn State Abington Computer Science Internship Contacts:
Vinayak Elangovan, Program Chair, Computer Science | vue9@psu.edu
Career and Professional Development | internships-ab@psu.edu
Re: Student Name
Dear Prof. Elangovan & CPD Staff,
This letter serves as official notice that Student Name has been offered an internship for the Fall/Spring/Summer Year semester. The position will be structured to accommodate receiving 3 credits. The internship will begin on start date and end on end date, totaling 300 hours.
The duties of the internship will focus on the following Computer Science related activities:
· Job Duty #1
· Job Duty #2
· Job Duty #3
(Continue listing job duties as needed)
Learning Objectives
· List learning objectives based on the internship role
If you have any questions about the internship position, please do not hesitate to contact me at employer phone number and/or employer email address.
By signing below, I also certify that I am not a parent or guardian of this student intern.
Sincerely,
Supervisor’s Signature
Supervisor’s Name
Supervisor’s Title
Supervisor’s Email
Supervisor’s Phone Number


Computer Science Program
Goals & Learning Objectives
Reference Sheet Only – Not to be included with employer letter
(This page is used for reference of what the student should be learning during the internship. Please consider these learning objectives when listing the duties on Page 1)

Knowledge and Application
· Apply computer science fundamentals—such as programming, data structures, algorithms, mathematical reasoning and software engineering principles—to solve real-world problems in a professional setting.
· Utilize technical tools and practices to design, implement, test, and maintain software or hardware systems.

Effective Communication and Teamwork
· Communicate technical concepts clearly and effectively to both technical and non-technical stakeholders through writing, presentations, and collaboration tools.
· Contribute productively to team-based projects, demonstrating responsibility, active participation, and awareness of professional work ethics.

Critical Thinking and Problem Solving
· Analyze and solve complex computational problems using systematic and innovative approaches.
· Adapt to new technologies and methodologies as needed, demonstrating flexibility and a willingness to learn in dynamic environments.

Ethics and Professional Responsibility
· Follow ethical, legal, and organizational standards in the development and use of software/hardware systems, including issues related to privacy, intellectual property, and security.
· Demonstrate a commitment to lifelong learning by seeking improvement and staying updated with industry trends and advancements.

Professional Growth and Career Readiness
· Demonstrate initiative and a proactive attitude in adapting to professional environments, including managing time, meeting goals, and accepting feedback constructively.
· Develop an understanding of workplace norms, expectations, and professional roles through direct experience and observation.
