Your Name

Your Email Address | (Optional) Linkedin URL | (123) 555-5555

Date

Dear [Full Name of Hiring Manager or Name of Team]:

[INTRODUCTION PARAGRAPH with the name of the internship you’re applying for, the name of your contact at the company—such as a person you spoke with at a career fair (if applicable), why you’re interested in this internship, and your claim about why you’re an ideal fit] 

[FIRST BODY PARAGRAPH: Begin with a topic sentence that states one reason why you’re an ideal fit. Then, prove the topic sentence with 2–3 examples of course projects, extracurricular activities, academic achievements, and/or past internships or jobs. Be sure to explain why each example (or all of the examples combined) align with the company’s needs.]

[SECOND BODY PARAGRAPH: Start with a topic sentence about a second reason you’re a great fit. Then, describe 2–3 pieces of evidence (e.g., course projects, extracurricular activities, academic achievements, and/or past internships or jobs), and explain why this evidence aligns with the company’s needs.]

[CONCLUSION PARAGRAPH: Reiterate your enthusiasm and fit for the role, express your gratitude for consideration, and include a call to action (e.g., “I’m eager to learn more about the internship and available for interview at your earliest convenience”).] 

[COMPLIMENTARY CLOSE  (e.g., “Best regards” or “Sincerely”)],

Your Full Name
