PLACE ON FACULTY OR LAB LETTERHEAD


DATE

INTERN NAME
ADDRESS
ADDRESS

Dear INTERN NAME, 

I am pleased to offer you an unpaid appointment as an Undergraduate Research Intern in the LAB NAME in the Department of Psychology at Harvard University from DATE through DATE.

During this appointment, you will work XX hours per week under the close mentorship of MENTOR NAME AND LAB AFFILIATION. Your duties will include INTERN RESPONSIBIILITIES. 

This appointment is offered as a training opportunity to give you lab experience in support of your educational goals in the field of psychology. Unfortunately, this appointment is not benefits-eligible, and you will not be enrolled as a Harvard student. We expect your participation to be ONSITE OR REMOTE. As a member of our community, we are pleased to offer you access to online library resources.

[bookmark: _Hlk37079869]All appointments are contingent upon approval of an appropriate visa as required by U.S. Citizenship and Immigration Services (USCIS). The United States government is the final arbiter of all immigration-related cases, but it is ultimately the responsibility of the individual appointee to ensure they obtain an appropriate visa and any other required authorization prior to your start date. In the event that you are unable to obtain a visa and any other required authorization within that time for any reason, Harvard shall have no obligation for the appointment.

All Harvard community members must comply with the University’s health and safety guidelines and protocols, including but not limited to those related to COVID-19, such as testing, masking, distancing, etc. Additionally, the University requires all Harvard community members to be fully vaccinated against COVID-19, remain up to date with COVID-19 vaccine boosters, and to report their vaccination status via the Harvard University Health Services portal, as detailed in Harvard’s Vaccine & Booster Requirements. You may claim exemption from the vaccination requirement for medical or religious reasons. Note that unvaccinated individuals are subject to additional public health measures (e.g., more frequent testing, more stringent masking, etc.) above and beyond what is required of vaccinated individuals. More information regarding the University’s COVID vaccination requirement and exemptions is available on the University’s COVID-19 Vaccine Information webpage.

For information on other FAS and University policies pertaining to your appointment, please see the FAS Appointment and Promotion Handbook.

Information about Harvard’s many cultural and intellectual resources can be found at http://news.harvard.edu/gazette/harvard-events. 

If you have any questions or concerns about your appointment, please contact Joan Smeltzer, Administrative Coordinator, at smeltzer@wjh.harvard.edu.

If you have questions about visa requirements, please contact Cass Ranno, Coordinator of Academic Affairs, at cassranno@fas.harvard.edu.

I look forward to welcoming you to the lab.

Sincerely,

FACULTY SIGNATURE

FACULTY NAME
FACULTY TITLE




CC:	Krista Lester, Director of Administration and Operations
	Cass Ranno, Coordinator of Academic Affairs
Joan Smeltzer, Administrative Coordinator
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