Name:_________________________________

Date:______________

Harkness Career & Technical Center—Career Communications


Internship Letter

The goal of this assignment is to create a business letter to obtain an internship. The letter should be in standard business letter (block) format.  In your letter you should:

· Begin by stating your purpose (to obtain an internship)

· Introduce yourself and your background (briefly)

· Describe the program you have been taking at Harkness Career and Technical Center (briefly)

· Describe the internship program

· three week internship

· dates desired April __, 2011 to May __, 2011
· 2 ¼ hours per day,  8:00 am to 10:00 am, Monday to Friday

· insurance provided by district

· additional information______________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________


· Conclude the letter by thanking the recipient and explaining how to contact you—you may also want to offer to contact the recipient or his/her office staff to arrange a meeting time

Name of Person: ______________________________________________________________________________________

Job Title: ____________________________________________________________________________________________

Name of Company: ____________________________________________________________________________________

Address of Company: __________________________________________________________________________________

City, State Zip: ______________________________________________, ____________      __________________________

Phone Number: ________________________________________________________________________________________

Notes: 









