
The contract between the parties (university and organization) is executed by means of an exchange of letters. An offer-letter and an 
acceptance-letter. 

 

The following information is required to complete the documents: 

- Full name of the organization and its postal address with index; 

- Full name of the organization and its postal address with index; 

- Full name and position of your supervisor from HSE; 

- Full name and position of supervisor from organization; 

- Full name and position of signer from organization (the head of organization or any person who allowed to sign contracts); 

- Dates of the practical training; 

- The format of practical training (you will visit an organization or will work remotely). 

 

Using this information, you will be able to successfully prepare documents for registration of practical training. 

 

Here is the instruction, how to fill in templates of the offer-letter and annexes. ССЫЛКИ ДЛЯ СКАЧИВАНИЯ 

 

I. Completing the “Sample of an offer-letter” file 

Download and open the document “Sample of an offer-letter”. ССЫЛКА ДЛЯ СКАЧИВАНИЯ Page No.1.  

 
1. Look at “image 1a”. You need to paste information about signer of the document: full name, position, the organization’s name. 

Use as a reference “image 1b”. 



 
(image 1a.) 

 

 
(image 1b.) 

 

2.  Next step is filling out “the appeal”.  Look at “image 2a”. Repeat the full name of the signer and the organization’s name. Use as a 
reference “image 2b”. 



 
(image 2a.) 

 
(image 2b.) 

3. Look at "image 3a". Complete the table by entering the required information provided in the table header. Use "image 3b" as a 
reference. 



 
(image 3a.) 

 
(image 3b.) 

4.  Please, enter your internship dates again under the table and indicate total number of students. Look at “image 4a” and use as a 
reference “image 4b”. 



 
(image 4a.) 

 
(image 4b.) 

 

5. Choose a practice format and delete the extra paragraph. Please indicate your HSE supervisor below. Look at "image 5a" and use 
"image 5b" as a reference. 



 
(image 5a.) 

 
(image 5b.) 

 

 

 



II. Completing the “Sample of annex to an offer-letter” file 
 
Download and open the document “Sample of annex to an offer-letter”. ССЫЛКА ДЛЯ СКАЧИВАНИЯ Page No.3. Annex 
No.2  
 

6. Look at “image 6a”. You need to write down: full name of organization, mode, level, field of study / specialization / degree 
programme’s name, and indicate total number of students. Use as a reference “image 6b”. 

 
(image 6a.) 

 
(image 6b.) 

 



7.  Here you need to specify the full name and position of the practice supervisor from the organization. Use as a reference “image 7b”. 

 

 
(image 7a.) 

 
(image 7b.) 

 

8. Page No.4. Under the text, again indicate the position of the signer and his name. Please, use as a reference “image 8b”. 



 
(image 8a.) 

 
(image 8b.) 

 

9. Page No.5, Annex No.3. Complete "List of facilities for the conduct of practical training" with the address and number of the room 
you will be visiting. If you don't know the room number, write "by agreement" instead. If you will be doing your internship 
remotely, please do not complete this page.  

 



 
(image 9a.) 

 

 
(image 9b.) 

10.  Look at “image 10a” and “image 10b”. Please, indicate the name of the organization, the position of the signatory and the full name 
of the signatory in the same way as indicated in the “image 10b” below. 



 
(image 10a.) 



 
(image 10b.) 

 

11. Page No.6, Annex No.4. Fill in the highlighted lines as shown in the images below. Please, use as a reference “image 11b”. 



 
(image 11a.) 

 

 
(image 11b.) 

 



12. Page No.7. Repeat full name of supervisor from organization as as shown in the “image 12b” below. 

 
(image 12a.) 

 
(image 12b.) 

 



13.  Page No.8, Annex No.5. Complete the table by entering the required information provided in the table header. Use "image 13b" as 
a reference. 

 
(image 13a.) 



 
(image 13b.) 

 

1.  At the bottom of the page, add information: the name of the organization, the position of the signer, the name of the signer, as you 
did on the Page No.5, Annex No.3. Use "image 14b" as a reference. 



 
(image 14a.) 



 
(image 14b.) 

 

After you have completed both files, you send them to the Center for Practice and Project Activities via email: cfiapa@hse.ru for 
verification by an employee of the Center. 

Then, an employee sends your documents to the dean of faculty for signature and registration. 

You will receive one pdf-document via email, in which there will be a registered offer-letter and all attachments to it. 

https://social.hse.ru/cfiapa/
mailto:cfiapa@hse.ru


After all you submit this document to the organization, the Center is waiting for 1. A fully completed letter of acceptance (Annex No.2) 
printed on the letterhead of the organization, signed and stamped by the head. As well as 2. A completed and signed Warrantieas and 
representations (Annex No. 4.)  
In total your organization will prepare two files: Annex No.2 and No.4. 
 

If you have any questions about filling documents, feel free to ask! 

 

CENTER FOR PRACTICES AND PROJECT ACTIVITIES 

Address: 101000, Russia Moscow, st. Myasnitskaya 20, room M-20 420  
HSE UNIVERSITY 
CENTER FOR PRACTICES AND PROJECT ACTIVITIES 
 
Director 
Daria Viktorovna Moiseeva 
 
Phone number: 
+7 (495) 772-9590 *22799 
 
E-mail: cfiapa@hse.ru  
 

 

mailto:cfiapa@hse.ru

