
TIPS
💡 The Offer Letter does not need to be overly detailed or complex. The most important thing is that the information provided is clear, professional, and consistent with the participant’s Training Plan (DS-7002).
The letter should clearly confirm the participant’s position, training area, program dates, weekly hours, compensation, supervisor, and work location. Employers may also include additional information related to the participant’s experience, such as housing assistance, temporary accommodation options, meals, transportation support, uniforms, or arrival guidance, if applicable.
The overall focus of the letter should reflect a structured professional training opportunity aligned with the participant’s academic or professional background.

[Company Letterhead or Logo]

[Date]

Dear [Participant Name],

We are pleased to offer you a J-1 Internship/Trainee position with [Company Name] located in [City, State].

Position Details:

· Position Title: [Position Name]
· Program Dates: [Start Date – End Date]
· Hours per Week: [32–40 hours]
· Compensation: [$XX/hour or stipend details]
· Supervisor: [Supervisor Name + Title]
· Training Area: [Marketing, Hospitality, Culinary, Business, etc.]

During your program, you will receive structured training and supervision designed to support your professional development in the field of [Area].

[Company Name] agrees to collaborate with the participant and the designated J-1 Sponsor organization throughout the internship/training process.

If you accept this opportunity, please sign below and return a copy of this letter.

We look forward to welcoming you to our team.

Sincerely,

[Name]
[Position]
[Company Name]
[Email]
[Phone Number]




_____________________________                                              _____________________________
Participant Signature                                                                       Date
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