Internship Sample Letter of Inquiry
Date

Company Name

Address

City, State  Zipcode

Dear (Do your homework – get a real name to put in here if possible – do not say to whom it may concern),

First Paragraph:
I am writing to seek information on internship opportunities with your company’s public relations department during the summer of 2007.

Second Paragraph:
I am a student at Kansas Wesleyan University majoring in communications and journalism. I feel that my academic background and relevant work experience has well prepared me for a communications internship. I have taken courses in management, human relations and technical writing. In addition, I have attended several workshops and seminars directly related to public relations. For two summers, I volunteered as an outreach assistant for Youth Employment Services. I helped work on various outreach strategies and I helped inform the public about their services. In addition, I also worked for two years at Allyen and Bacon Communications where I worked on developing their company brochure. I have excellent computer skills, and I can effectively communicate in French, English and Spanish.

Closing Paragraph

Could you please send me information about the internship opportunities at your company? I would like to know more about your organization and what role I could play. I can be contacted at _____________ or by email at: __________.

I look forward to hearing from you.

Sincerely,

Joe Campus
