To,
[Name of Recipient]
[Address of Recipient]
Date: 
Subject: Internee Appointment Letter
Dear Mr./Mrs. [name of the Recipient],
It gives me pleasure to inform you that you have been appointed as the accounting internee with [mention Company name]. Your duties and responsibilities will be as follows:
[mention briefly the duties and responsibilities of the Internee]
This internship will be for a period of six month beginning from at [mention the start date] and ending at [mention the end date]. 
For any questions or other details, feel free to contact me.
Best Regards,
Sincerely Yours,
[Sender Name]
[Sender Signature]
[Sender Designation]
[Sender Contact Details]
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