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Protégé Program
SAMPLE OFFER LETTER
CONFIDENTIAL

(Insert Date)

(Insert Name)
(Insert Address)
Subject: Letter of Acceptance
Dear (insert name),

Thank you very much for your application to our Protégé program to increase women's participation in municipal government. The response for this program has been truly outstanding. Not only did we receive a large number of applications, but the variety of backgrounds and experiences, along with the high calibre of all the applicants, were exceptional and made the selection process very difficult.

Congratulations! We are pleased to offer you a Protégé mentorship with (insert councillor’s name) of the (insert municipality’s name).  
The program will be officially launched at (insert council meeting or other event) on (insert date).

The terms and conditions of this program are set out in the attached document.  Please confirm your participation in the program by (insert deadline date).

Once again, we would like to congratulate you and welcome you. We hope you find your time with us a rewarding experience.

Sincerely,

(Insert Name)
(Insert Title)
The Position: Duties and Responsibilities

As part of your participation in the Protégé program, you are expected to:
· Act as the driving force of the relationship

· Take the initiative to suggest and schedule meetings and activities

· Be punctual and engaged in activities with your mentor, and respectful of their time and experience

· Be open to communication with your mentor; prepare some topics and questions they are interested in discussing

· Take opportunities to network and engage with a wide range of councillors, as well as with local and community leaders

· Be open to constructive feedback on your progress

· Promote your participation in the program 



Remuneration

This is an unpaid position, with no form of remuneration.
Confidentiality

During your mentorship, you may be privy to information of a confidential and proprietary nature, the disclosure of which may be detrimental to the interests of (insert organization). You shall not, either during your mentorship or at any time thereafter, disclose to any person, unless required by law or upon the express consent of your mentor, any secrets or confidential information concerning the business or affairs or financial position of (insert organization) or any company or organization with which (insert organization) is or may hereafter be affiliated.  This obligation shall survive the termination of the mentorship relationship.

Agreement

This letter contains the terms and conditions applicable to your mentorship with (insert organization). Any modifications to this agreement must be in writing and signed by the parties. Prior to signing, we would encourage you to review this agreement. If you agree to these terms and conditions, please sign in the space provided below and return the letter to us.  Please keep a copy for your records. 

I accept the above terms and conditions.

__________________________________

________________________

(Insert name)

  




(Insert date)
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