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[Dept. Head Letterhead]
[Insert Date]
[First Name] [Last Name]
[Address]
[City], [State] [Zip Code]

	Re:	Invitation for Appointment as Visiting Student Intern at Purdue University

Dear [Dr./Mr./Ms.] [Last Name]:

On behalf of Dean [name] and the [insert College name], it is my sincere pleasure to extend to you an appointment as a Visiting Student Intern in the [College of WHICH, School/Department of WHICH] at Purdue University to begin [insert start date], [as part of the WHICH Program (if applicable)].  This invitation is contingent upon the satisfaction of various conditions as described in this letter.  
Visiting Student Intern appointments are not student appointments. Visiting Student Interns are not enrolled Purdue students, are not participating in any Purdue degree-program, and are not eligible for any “Purdue student” benefits, programs or administrative support. The Visiting Student Intern appointment is considered an International Scholar appointment.
Visiting Student Interns are invited to the University to engage in a structured and guided work-based program that fulfills (partially or fully) an academic requirement of their current degree program at their “home” post-secondary institution, [insert institution name].  The structured work-based program should enable to appointee to put into practice the concepts, skills or techniques acquired during their home institution degree program, and/or to experience the professional environment of their expected career path. The educational objective of this student internship at Purdue is [briefly outline the objective or goal].  
[Insert primary contact name] will serve as your host while you are at Purdue University.  
Applicable Terms & Conditions affecting Visiting Student Interns
Your Visiting Student Intern appointment does not carry any salary, health insurance or other benefits.  [WHO/WHICH UNIT] will provide a [living allowance / stipend / reimbursement of expenses of/up to VALUE.] ADD IN ANY OTHER DETAILS OR RESTRICTIONS ABOUT FUNDING] [If a living allowance is provided: Please note that the living allowance is generally considered taxable income/scholarship by the US Internal Revenue Services. The actual funds released to you each month may be reduced by the portion of tax withholding required by the US government. Living Allowance payments and any required tax withholding for Student or other Visa types will be reported on the appropriate US tax forms. There is an annual US and state tax filing process on or before April of the following calendar year, where income is reported and reconciled with the taxes due. Any overpayment of taxes is refunded to you; any underpayment of taxes will result in a balance due to the US government.]

Your appointment will begin on [insert date].  The anticipated end date of this appointment is [insert end date], at which time your appointment will terminate without further notice.  Renewals of student Intern appointments are contingent on (i) continued enrollment and good standing in a post-secondary academic degree program at their home institution, (ii) funding [if directly linked to a funding source, consider naming the funding source] and (ii) demonstration that the extension will either (a) fulfill (partially or fully) a new academic requirement of their current degree program at their “home” post-secondary institution, or (b) will continue to fulfil the pre-existing education objective, which was not fulfilled within the originally anticipated timeframe (note that there must also be a satisfactory explanation of why the objective was not met as anticipated).  
SELECT IF APPROPRIATE OR EDIT AS DESIRED - You will be issued a Purdue identification card, be able to use library facilities, and your name will be listed in the University directory and on appropriate mailing lists. In addition, you will be eligible to purchase a parking permit during the length of your appointment, but prior to leaving the University, we ask that you return your permit to Parking Facilities.  The permit is non-transferable.
As a Visiting Student Intern at Purdue University, your appointment is subject to all applicable Purdue University policies, as they may be amended from time to time.  It is your responsibility to become acquainted with the following policies, which are specifically incorporated into this letter:
1. VI.B.3 “Appointments for Personnel Not on Payroll”
www.purdue.edu/policies/human-resources/vib3.html
2. I.A.1 “Intellectual Property” 
www.purdue.edu/policies/academic-research-affairs/ia1.html.  
Please note that policy I.A.1 referenced above requires Visiting Student Interns who create intellectual property (“IP”) in the course of their appointment with Purdue University to execute a general assignment of such IP in favor of Purdue, subject to certain exceptions, including one for certain scholarly and instructional copyrightable works.  By accepting this offer letter, you will be making a prospective assignment of Purdue Intellectual Property (as defined in policy I.A.1) that you create in the course of your appointment by the University.
Conditional Invitation
This invitation is also contingent upon your obtaining and maintaining appropriate immigration status to permit you to engage in the activities of a Visiting Student Intern.   
This letter and the policies referenced above contain the entire agreement concerning your appointment with the University.  If these terms are acceptable and if you assent to the assignment of Purdue Intellectual Property, as described above and defined in Policy I.A.1, please sign where indicated below and return a signed copy to me by [insert date/upon your earliest convenience].   

The faculty and staff join me in welcoming you to the [School/Department Name] and look forward to working with you.  We trust that it will be mutually rewarding.  
Sincerely,

[Department/School Head]
[Department/School Name]
[College Name]
I have read and understand this letter and the policies referenced above, I agree to the terms and conditions of this appointment, and I hereby assign to Purdue University all Purdue Intellectual Property that I may create in the course of my appointment with the University.

________________________		______________
[First Name] [Last Name]		Date


