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12/28/2022

Dear ,

We are pleased to extend this offer to you for this Spring semester. At NBCUniversal, we believe that the 
talent, creativity, and diversity of our employees are our greatest resources. We’re excited to welcome 
you to the organization, and a semester of professional development opportunities, leadership exposure, 
networking, and fun. Here You Can connect to your future!

You will be supporting NBC10 News. The department you’ll be working in will be NBCU Local 
Philadelphia.

You will be working from our Philadelphia, PA location for this Internship.  

 Your anticipated start date is 02/06/2023. The final day of the Spring 

internship program will be 05/05/2023.

This offer is expressly contingent on your 1) disclosing your COVID-19 vaccination status and, if partially 
or fully vaccinated, submitting your vaccination record no later than 7 days following commencement of 
employment; 2) being fully vaccinated against COVID-19 at the commencement of employment or 
undergo COVID-19 testing if the Company determines your job position requires accessing an 
NBCUniversal worksite; and 3) adhering to all Company COVID-19 workplace safety policies and 
protocols.

Please note that this internship offer and your start date are contingent upon successful completion of the 

following:

1 Complete Pre-Employment Paperwork

Complete all pre-employment forms and acknowledge all Company and Internship policies found in 
NBCUniversal’s New Hire Onboarding Portal.  You will receive a separate email from our New Hire 
Onboarding portal with your log-in details within the next 48 hours.

2 Complete Your Background Check Application

You will be receiving a separate email communication from our background check vendor, Sterling 

Talent Solutions, before your start date. Once received, please complete your background check 

application within 48 hours.

If Sterling Talent Solutions is unable to verify all elements of the background verification, you may be 

required to provide supporting documentation, such as a transcript to verify enrollment in a degree 

program and a graduation date.

3 Prepare For Your I-9 Verification



Per the U.S. Citizenship and Immigration Services (USCIS, a government agency), all employees 

must provide proof of identity and work authorization within the first 3 days of employment.

Please follow the directions within NBCUniversal’s New Hire Onboarding Portal to complete Section 1

of your I-9 Verification closer to your start date.

Additionally, you will need to provide original and unexpired form(s) of identification and work 

authorization; we cannot accept photocopied documentation. Please read the 

“Immigration     and     Control     Act     Document     List  ” (Page 9) to learn which document(s) can be provided to 

complete your I-9 Verification. 

4 Receiving Academic Credit for Your Internship: 

NBCUniversal Internships are paid and do not require course credit, however you are welcome to 
seek academic credit for your internship through your school. Please share any academic forms you 
need completed with your Recruiter or Manager at the start of your Internship. Should your school 
request performance feedback at the end of your Internship, please note that the detail provided will 
be up to the discretion of the Intern Manager.

It should be noted that the above description of your hourly wage, job title, and other information in this 
letter is not intended to create a contract for a specific term of employment or any other legally 
enforceable promise, and that employment with NBCUniversal is at-will.  Further, any oral promises or 
commitments made during the interview process are not valid unless contained in this offer letter. 

Finally, you represent that your employment with NBCUniversal does not breach, or otherwise violate or 

contravene, the terms of any employment or other agreement or policy to which you are a party or 

otherwise bound, such as a non-compete agreement with a current or previous employer. You 

understand and acknowledge that any misrepresentation by you during the pre-hire process or thereafter 

may result in the rescission of this offer or termination of employment, or other appropriate action.

We are looking forward to helping you make this Spring an opportunity to learn, grow, and build long-

lasting professional relationships. Once again, congratulations and we look forward to working with you 

this Spring!  

Sincerely,

NBCUniversal Talent Acquisition

I agree to the conditions of employment, as well as the compensation arrangement outlined in my 

offer letter. I understand that this offer letter does not constitute a contract of continued 

employment or imply a guarantee of employment for any specific period. I understand that my 

employment at-will status may not be modified or changed except in writing and signed by a duly 

authorized officer of NBCUniversal. 




