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Your email plays an important role in getting the internship opportunity in your favorite company. Your internship email should consist of your education details, interests, and reason for doing the internship. And also don’t forget to attach your resume along with the email. Doing your own research before applying for the internship is extremely
important. You should need to know the companies that offer internship opportunities in the respective field of your education. You can do that research online on companies’ websites and their social media pages. In most cases HR department will be responsible for hiring interns, so try to contact the HR department to get the required information.
After getting the authorized person’s email, mention subjects such as “Application for the internship”. Here are some examples of internship email subject lines. Application for internship Request of internshipInternship applicationInternship opportunity - regardingInquiry about the internship opportunity Hire me as an internApplication for the
position of ............ceeniis Intern.[position] internship application................... referred me for an internship Mention your name, education, and college in which you are studying. These details are a must in your email request. Based on your college and education most companies prefer to hire you as an intern. Now give a good reason why you want to
do the internship. The reason must be as a part of your education (or) your own interest to gain some experience before completing your education. Finally, highlight your interests i.e in which field you want to do the internship. You can mention the position and department in which you want to become a part as an intern. Internship Email 1 Sub:
Application for internship. Dear Sir/Madam, My name is Suresh B, studying B.Tech Computer Science final year at Sankethika Engineering College. I am writing this regarding an internship opportunity in your esteemed organization as a part of my education. I am interested in working in anything related to computer science, I hereby attach my
resume and cover letter for your reference. I hope I will get an opportunity. Thanks in advance. Sincerely,Your name.Mobile no. Internship Email 2 Sub: Request for internship. Dear Sir/Madam, I'm Kranhi Kumar, pursuing my final year MBA in marketing at Pinncale Institute of Management. I would like to do an internship related to marketing in
your esteemed company as a part of my academics. I have my own bike and laptop, and I can do an internship for a period of 2 months. So kindly give me an opportunity to do the internship and find my resume attached for your review. Looking forward to hearing from you. Thanking you. Regards,Your name.Mobile no. Internship Email 3 Sub:
Internship opportunity - regarding. Dear Sir/Madam, My name is [studnet name], studying [educaiton] in [college name]. My studies required me to do a two-month internship program. Therefore with due respect, I would like to request an internship opportunity in your esteemed organization. I heard so many great things about your company and
wish to gain some knowledge and experience by working at [company name]. Kindly find my resume and cover letter for your reference, and please let me know if you need any further information. I shall be highly obliged to you for this opportunity. Thanks in advance. Sincerely,Your name.Mobile no. Internship Email 4 Sub: Inquiry about internship
opportunities. Dear Sir/Madam, With utmost respect, I'm [your name] doing my [course name] at [college name]. I am writing this to request an internship opportunity in a reputed organization like yours. As a part of my studies, I have to do an internship for .... Months related to [topic name]. I know you are busy with your work schedule but please
consider my internship request, it helps me a lot. Kindly find attached my resume for your reference. I look forward to this opportunity. Thanking you. Regards,Your name.Mobile no. Internship Email 5 Sub: Hire me as an intern for the position of ................... Dear Sir/Madam, With all due respect, my name is [your name],doing my [course name] at
[college name]. Here I would like to inquire about an internship opportunity at your organization. As a part of my curriculum, I have to do a two-month internship in any reputed origination like yours. I love to do this internship at your company because of your reputation in the market. So kindly give me an internship opportunity and I shall be always
thankful to you. Please find my attached resume for your reference. Thanking you. Sincerely,Your name.Mobile no. Recommended: Can you really ask for an internship with an email? While you may hear some “no” responses, the answer is yes — emailing to ask about internship opportunities is a valuable way to show interest and even land a gig. In
this guide, we’ll walk you through why you should send an internship email, how to write an email asking for an internship, and internship cold email examples. An internship email is an email asking about an internship. You’re not generally emailing someone and saying, “Can I have an internship, please?” Instead, you usually express your interest in
an internship opportunity they already have, ask if they may be willing to create one, or try to establish a relationship, so later you can ask if you’'re a good fit. Boost your chances of landing the role when you complete a Forage job simulation. A cold email is an email to someone you haven’t had contact with before. For example, this could be an email
to a recruiter for a position you're interested in or a professor you’ve never taken a class with. Wondering how to cold email for an internship? Finding the right contact can make all the difference. “Not every student has a series of senior-level connections who can help them land a sweet internship,” says Tim Toterhi, CHRO and ICF certified career
coach. “A cold email to the right person can help you secure a rewarding internship. Be warned, however, success requires research, timing, and a solid sales pitch.” A cold email doesn’t always mean you don’t have any connection with the contact. For example, it could be someone a peer, professor, old boss, or family member connected you with.
However, if this is your first time communicating with them, the email is still a cold email, so you have to start fresh and introduce yourself (but you should always name-drop your mutual contact). Honestly, it’s a good question — writing these emails can be scary, so why go through the stress? Yet an internship email is a great way to boost your
chances of landing a gig. Even if you're not getting a “yes,” you're establishing a connection and showing you’'ve gone above and beyond to express your interest. You never know where an email can lead to! “This is one way to help you stand out,” says Elisa Pineda, talent acquisition and workforce development specialist at the Colorado Department
of Agriculture. “There will literally be hundreds, if not thousands, of people applying for the same internships. You need and want a way to stand out.” >>MORE: How to Apply for an Internship These emails are also a good way to get your foot in the door if the company doesn’t have public internship opportunities and you hope to create one for
yourself. Before emailing, see if your school has financial resourcing for students pursuing internships. “As some companies may not have the finances to take on a paid intern, research options with your school to see if they offer scholarships for students pursuing unpaid internships,” says Karley Clayton, director of career services at Indiana
University-Purdue University Indianapolis. “Cost can be a barrier for an employer to provide an internship experience, but if you were able to get funding through another avenue, it would open a new door.” So, how do you write an email asking for an internship? While the exact email will depend on who you’re contacting (more on that in a bit), here
are some general cold email steps. The goal of your research should be to “identify opportunities where your skill sets can benefit them as an intern,” Clayton says. She recommends researching to answer a few questions: What are the organization’s goals? How could you contribute? What are the gaps you see? How could you narrow those gaps?
What unique value would you bring to the table if the organization were to bring you on for a project? This is especially helpful if you’re contacting someone at a company that doesn’t have public internship opportunities. “If you have a job description flushed out with learning objectives, it will make it much easier for the employer to envision what
your internship experience would look like,” Clayton says. If you have a company in mind but don’t know the right person to contact, research on LinkedIn and the company website to try and find someone with a title relating to recruitment, early talent acquisition, internships, or human resources, or in the department you want to apply to.
>>MORE: Learn how to find recruiters on LinkedIn. “Make sure you address the right person and indicate why you are contacting them specifically,” Toterhi says. “Are they the HR person in charge of internships or the department head for whom you want to work?” Practice crafting effective LinkedIn messages for different networking scenarios.
Avg. Time: 6-7 hours Skills you'll build: Networking, communication, researching, writing, pitching Be sure to start your email with a professional tone and greeting. It’s usually safest to do some variation of “Dear Mr./Ms./Mx./etc. [Last Name].” You can also opt to write “Dear [First Name] [Last Name]” if you're unsure what title they use. If they’'re a
professor or doctor, be sure to use the correct title. You can be less formal if you know the person in a more casual context, and may choose to address them just by their first name or with the greeting “Hi” instead of “Dear.” Avoid using more informal terms like “Hey” or “What’s up?” The first paragraph of your email should get to the point: who you
are and why you’re contacting them. If you have a connection to the person, this is when you can share that connection. If you don’t have a connection, you can share why you’re reaching out to this person specifically. How did you find the company? What about their work interests you? Now that you’ve set the scene, it’s time to show this person
why they should engage with you and potentially give you an internship. Remember, this email isn’t just an ask for an internship, but also a pitch for why you, specifically, should get an internship with the company. “Include a short intro highlighting who you are and why you're excited about the internship,” Otis Perry, business development manager
at Forage, says. “Show that you’'ve researched the company and have a clear call to action asking for time to discuss the internship opportunity.” Toterhi recommends a simple format: What and when: “I’'m seeking X internship in Y specialty during Z time frame.” Where and why: “I want to work at company A in department B because ...” How: “In
addition to a willingness to learn, I offer the following skills that will help me support the team ...” While the body of the email will explain why you’re right for the potential role, it doesn’t hurt to have evidence to back that up. First, make sure to attach your resume to your email. This will further demonstrate your experience and skills and help your
contact understand you more as an applicant. You can also consider including an online portfolio or real-life examples of your work. “Try to add snippets of applicable work or projects you have already done,” Pineda says. “Maybe some unique design work, a video presentation, etc. Show them why they want you, don’t just tell them.” Learn how to
write a resume that stands out to employers from start to finish. Avg. Time: 5-6 hours Skills you’ll build: Professional brand, professional summary, illustrating your impact in teams, showcasing outcomes of your contributions A call to action should come at the end of your email. It’s a question or sentence that gives the person something to respond
to. Consider: what exactly are you looking for? While the big picture might be an internship, what do you need first to get there? A phone call with the recruiter? A discussion about open opportunities? Be specific about what internship you’re looking for (if there’s one they’'re offering) or what kind of intern work you’d want to do for them. “I would
recommend reaching out for an informational interview with someone in the organization to learn more about the team and to build a connection before you propose an internship,” Clayton says. “During the informational interview, depending on how the conversation is going, you may want to inquire if they’ve ever taken on interns in the past or
what they think an intern could help the organization with from their own experience.” Now that you know how to format an internship email, what else do you need to remember when drafting? As with application materials and communication, ensure your writing is polished. Use attention to detail when reviewing your email. Did you spell the
contact’s name correctly? Include all the links you need to? Have correct spelling and grammar? Be sure to keep your email as concise as possible. People are busy and may skim your email. You want to ensure you get to the point quickly and only share relevant information. You don’t need to stray so far from conventional email etiquette that you
send someone a celebratory video evite asking for an internship. Yet if you’re applying for a more modern company, know the person appreciates originality, or want to stand out, don’t be afraid to add some creativity to your email. Are you contacting someone who went to the same school as you? Share a fun fact about what’s going on at your
university. Is this someone who loves poetry? Use ChatGPT to write a poem to include in your email. >>MORE: How to Use ChatGPT in Your Job Search “Think outside the box to grab the recipient’s attention,” Perry says. While this isn’t applicable in every cold email case — especially in more traditional industries, like banking — it can be an
opportunity to stand out if the context is right. Getting crickets after you send an email can be disappointing, but don’t give up. After about a week of sending your first email, follow up with your contact with a second email. This email should be brief and act as a summary of your last note. Remember to restate your call to action so they know exactly
what you're asking for. Sometimes, (polite) persistence pays off! Sharing a timeline in your initial email can help you set a deadline and expectations for a follow up. Saying something near the end of the email like, “I understand you're very busy, so if I do not hear back in a week I'll reach back out” can help. Ready to write your internship email?
Here’s a general template. Subject line: [Major] Student Reaching Out About [Type of Internship] Internship at [Company] Dear [First Name] [Last Name], My name is [Your Name] and I'm a [class year] at [University] studying [major]. I'm currently looking for [type of internship you're searching for] and came across [company]. [Sentence about your
connection to the person and the company.] I'm reaching out to share my interest in an internship with [company]. [One to two sentences about your experience, interest, skills, and other qualifications]. I think my academic experience and personal project work make me a great fit for [company]. I've attached my resume for reference. I'd love to
further discuss this opportunity and share more about my qualifications. Do you have time this week for a quick phone call? Please let me know if you have any questions — and thank you in advance for your time. Best, [Your Name] While a general internship email template can help you start writing, an internship email may look different depending
on how you know the contact and how you’re asking them for an internship. For example, messaging a contact at a company to tell them you applied is different from asking someone you don’t know whether their company would accept an intern. Here are a few examples for different internship email scenarios. You must be logged in to view this
content. Login Sign up Subject line: Looking for Career Advice Post-Finance 101 Dear Professor Wyden, I hope you're doing well. I really enjoyed your introductory finance class last semester — so much so that I'm currently considering relevant career opportunities within the field. I'm interested in getting my start by doing an internship in finance.
Since your course, I've taken another finance course with Professor Brown, where I learned forecasting and modeling skills. As I've been looking into opportunities, I'm particularly interested in asset and risk management versus corporate finance roles. Since you have significant experience in asset management and investment banking, I'd love to
get your perspective about internship opportunities you think might be a good fit. I'm available during your office hours on Tuesday. Is that a good time to come by? Thank you, Julia You must be logged in to view this content. Login Sign up Subject: Request for an Informational Interview (from a friend of Vanessa!) Dear Liz, I'm Cassidy, a student
studying English at Z University. It’s nice to meet you! My hallmate, Vanessa, and I were discussing UX design, and she recommended I contact you. I've been looking at your work and am such a fan of what you’ve done for Y company. The site is incredibly easy to use and provides a welcoming, non-stressful shopping experience. I've built key
communication, research, and critical thinking skills during my psychology and English courses and have just finished my first independent UX design project (attached to this email). I'm interested in taking these skills to the next level and applying them in an internship with a company this summer. I'd love to learn more about your career journey
and time working at Y company. Are you available for a call next week? Best, Cassidy You must be logged in to view this content. Login Sign up Subject: Fellow Cardinal Interested in Software Engineering Internship at Z Company Hi, Molly, I'm Mia, a junior software engineer at Wesleyan University looking for software engineering internship
opportunities in the health care industry. While researching Z Company’s opportunities, I saw a fellow Wes alumn working there and wanted to reach out! I've just submitted my application for the software engineering summer internship opportunity, and my academic experience and personal project work make me a great fit for the role. I've
attached my resume and portfolio with these projects. If you have time this week, I'd love to connect to learn more about the role and your time working at Z company. Roll Cards! Mia You must be logged in to view this content. Login Sign up Subject: Interest in Internship Opportunities at X Company Dear Carly, I hope you're well! I'm Zelda, a
sophomore at Y University majoring in economics and passionate about making finance accessible to women. This passion led me to find X company. I'm so impressed with the work you all are doing to break down the barriers many women face when navigating this field. I'd love to be a part of your progress. My work at the university level could help
you break into the younger generation to provide education at the pre-professional level. I'd love to discuss how I might contribute to the company, potentially with an opportunity this summer while I'm on break. I'm attaching my resume and an economic literacy project I completed this semester. Do you have time this week to discuss potential
opportunities? Best, Zelda Writing and sending an internship email can feel scary, but that doesn’t mean it’s not worth it. Be sure to craft respectful, concise emails demonstrating your interest and why you’re right for the role. While you might not hear back from everyone you write to, you’re showing that you’re willing to put in the extra effort to
make a connection. You never know where an email can lead you — even if it’s not an internship this summer, it could lead to another exciting opportunity later! Looking to build the skills you need to apply (and ask) for an internship? Learn skills like online personal branding, interviewing, time management, presenting, and more with Forage’s
interview and career skill job simulations. Securing an internship is a pivotal step in a student’s career journey, offering invaluable hands-on experience and the opportunity to connect with industry professionals. Crafting a compelling letter of request for an internship is essential to stand out in a competitive job market. These letters serve as a
bridge between potential interns and organizations, highlighting the former’s enthusiasm, skills, and the value they can bring. Sample Letters of Request for Internship A well-written request can significantly increase the chances of securing a desired position. In this article, we present 10 sample letters tailored for various scenarios and fields. Each
letter is designed to showcase different approaches and tones, ensuring you find one that best suits your needs. Sample Letter 1: Direct Application to a Company Dear Hiring Manager, I am writing to express my interest in the internship opportunities within your esteemed company, as advertised on your careers page. Currently, in my penultimate
year studying Business Administration at XYZ University, I am eager to apply the theories I have learned in a practical, real-world setting. My academic background, coupled with my leadership experience as the captain of the university debate team, has equipped me with strong analytical, communication, and teamwork skills. I am particularly drawn
to your company because of its reputation for fostering innovation and excellence in the industry. I am keen to contribute to your team while gaining exposure to the intricacies of business operations. I am confident that my proactive approach and willingness to learn will make me a valuable asset to your team. Thank you for considering my
application. I am looking forward to the opportunity to discuss how my background, skills, and enthusiasms align with the needs of your team. I am available for an interview at your convenience and can be reached at [contact information]. Yours sincerely, [Your Name] Sample Letter 2: Request for Internship Without Specific Opening Dear
[Recipient’s Name], I am reaching out to inquire about potential internship opportunities within [Company Name]’s [Specific Department] for the upcoming [season or semester]. As a [Your Major] major at [Your University], I am keen to apply and expand my knowledge in [field or industry], particularly in an esteemed organization like yours that is
known for [mention any known program, project, or achievement of the company]. Through my coursework and projects, I have developed [mention 2-3 skills related to the internship], which I am eager to apply in a professional setting. Although your company does not currently have any advertised internship positions in this area, I am hopeful that
there might be a possibility to contribute and learn as an intern. I am particularly interested in [mention a specific project, value, or aspect of the company], and I believe that an internship at [Company Name] would be an invaluable step in my career path. I am enthusiastic about the opportunity to bring my unique skills to your team and learn from
the esteemed professionals at your company. I have attached my resume for your review and would be grateful for the opportunity to discuss how I can contribute to your team. Thank you for considering my request. I look forward to the possibility of contributing to your esteemed team and gaining hands-on experience in the field. Kind regards, [Your
Name] Sample Letter 3: Application to a Non-Profit Organization Dear [Recipient’s Name], With a profound respect for [Non-Profit Organization’s Name] and its mission to [mention the mission or goal of the organization], I am writing to express my interest in securing an internship position within your organization. As a student majoring in [Your
Major] at [Your University], I am passionate about [related interest] and eager to contribute to meaningful projects that make a difference in the community. My academic background and volunteer experiences have equipped me with a solid foundation in [mention relevant skills or areas], which I am enthusiastic about applying in a real-world setting.
I am particularly impressed by [mention a specific project or initiative by the organization], and I am motivated to contribute my skills and learn from the dedicated team behind such impactful work. I believe that an internship at [Non-Profit Organization’s Name] would not only allow me to apply and grow my skills but also provide me with the
invaluable experience of working towards a cause I am deeply passionate about. I am committed to supporting your team’s efforts and hope to bring a fresh perspective and dedicated work ethic to your projects. I am eager to discuss how my background, skills, and interests align with the goals of your organization. Thank you for considering my
application. I look forward to the opportunity to contribute to your important work and learn from the experience. Warmest regards, [Your Name] Sample Letter 4: Request for Research Internship Dear Professor [Last Name], I am writing to express my keen interest in the research internship opportunity under your guidance, as advertised on the
university’s departmental website. As a junior majoring in [Your Major] with a focus on [specific area of study], I have been deeply inspired by your work in [Professor’s area of research], particularly your recent study on [mention a specific study or project]. My academic coursework and previous research experiences have provided me with a solid
foundation in [mention relevant methodologies, theories, or skills], and I am eager to apply these skills in a more focused research setting. I am particularly interested in contributing to [mention specific project or type of research you wish to work on], as I believe it aligns well with my career aspirations and academic interests. In addition to my
academic qualifications, I have demonstrated a strong commitment to research through [mention any relevant experience, such as lab work, research projects, or publications]. I am excited about the opportunity to work alongside you and your team, contributing to impactful research while further developing my analytical and research skills. I am
available to discuss my application further and provide any additional information required. Thank you for considering my request. I am looking forward to the possibility of contributing to your research team and gaining invaluable experience in the field. Sincerely, [Your Name] Sample Letter 5: Creative Industry Internship Request Dear [Recipient’s
Name], I am writing with great enthusiasm to express my interest in the internship opportunities at [Company Name], particularly within the [specific department or project]. As a [Your Major] major with a concentration in [specific concentration or area], I have a profound admiration for [Company Name]’'s innovative approach to [industry or project
typel, and I am eager to bring my creativity and skills to your esteemed team. My academic and extracurricular involvement has allowed me to develop strong skills in [mention 2-3 relevant skills], which I am excited to apply in a dynamic and creative environment like [Company Name]. Your recent project on [mention a specific project or campaign]
particularly resonated with me, showcasing the impactful and creative work your team is capable of. I am particularly interested in [mention why you are interested in this company or project], and I believe an internship at [Company Name] would provide an unparalleled opportunity to contribute to exciting projects while honing my skills under the
mentorship of industry leaders. I am confident that my unique perspective and dedication to excellence will make me a valuable addition to your team. Thank you for considering my application. I am looking forward to the opportunity to discuss how I can contribute to your projects and learn from the talented individuals at [Company Name]. Please
find my portfolio attached for your review. I am available for an interview at your earliest convenience. Best regards, [Your Name] Sample Letter 6: Engineering Internship Application Dear Hiring Manager, I am reaching out to express my interest in the engineering internship opportunities at [Company Name], as mentioned on your website.
Currently pursuing a Bachelor’s degree in Engineering with a specialization in [specific field], at [University Name], I am eager to apply theoretical knowledge in practical, challenging environments. My coursework and projects have equipped me with a solid foundation in [mention relevant skills or technologies], and I am particularly interested in
how [Company Name] is innovating in [mention specific area or project]. My academic achievements are complemented by hands-on experience through my participation in [mention any relevant projects, competitions, or workshops], where I developed my skills in [mention specific skills]. I am drawn to [Company Name] because of its commitment to
[mention any known company’s values or projects], and I am enthusiastic about the opportunity to contribute to your team. An internship at [Company Name] represents a tremendous opportunity for me to gain valuable industry experience in my field of study. I am particularly excited about the prospect of working on [mention any specific project or
type of work you are interested in]. I am confident that my background in [mention your field] and my passion for [mention related interest] will allow me to make a meaningful contribution to your team. I am looking forward to discussing my application in further detail and exploring how I can contribute to your team. Thank you for considering my
application. I am hopeful for the opportunity to join [Company Name] as an intern and embark on a rewarding learning journey. Yours sincerely, [Your Name] Sample Letter 7: Application for a Finance Internship Dear [Recipient’s Name], I am writing to express my strong interest in the finance internship program at [Company Name], as advertised
on your corporate website. Currently in my third year of studying Finance at [University Name], I am eager to apply my academic knowledge in a practical setting and gain hands-on experience in the finance sector. Throughout my academic career, I have excelled in courses related to [mention a few relevant courses], which have provided me with a
comprehensive understanding of financial analysis, investment strategies, and market trends. My involvement in the university’s investment club has further honed my analytical skills and my ability to work collaboratively within a team to make data-driven decisions. I am particularly attracted to [Company Name] due to its reputation for excellence
in financial services and its commitment to innovation and client satisfaction. I am keen to contribute to your team and learn from experienced professionals who are leaders in the field. I am confident that my proactive approach, coupled with my eagerness to learn, will allow me to contribute positively to your team. Thank you for considering my
application. I am enthusiastic about the opportunity to discuss how my education, skills, and aspirations align with the goals of [Company Name]. I am available for an interview at your earliest convenience and can be reached at [contact information]. Kind regards, [Your Name] Sample Letter 8: Marketing Internship Request Dear [Recipient’s Name],
I am writing to express my interest in the marketing internship position at [Company Name], as advertised on the career section of your website. Pursuing a Bachelor’s degree in Marketing at [University Name], I am passionate about translating market insights into effective strategies and campaigns that drive brand awareness and customer
engagement. My academic projects have provided me with a solid foundation in market research, digital marketing, and brand management. I have also gained practical experience through a part-time role at [mention any relevant work experience], where I contributed to developing and implementing marketing campaigns that resulted in [mention
any significant outcome]. I am drawn to [Company Name] because of its innovative approach to marketing and its commitment to creating impactful customer experiences. I am particularly impressed by [mention any specific campaign or strategy by the company], and I am eager to contribute my creativity and analytical skills to your team. An
internship with [Company Name] offers the ideal opportunity for me to grow professionally while contributing to exciting marketing initiatives. I am enthusiastic about the chance to learn from and collaborate with your team of experienced marketing professionals. Thank you for considering my application. I look forward to the opportunity to discuss
how I can bring my unique skills to [Company Name] and contribute to your marketing efforts. I am available for an interview at your convenience. Best wishes, [Your Name] Sample Letter 9: Application for a Tech Start-Up Internship Dear [Recipient’s Name], I am writing to express my interest in the internship opportunities at [Start-Up Name], as
featured on your company’s careers page. As a computer science major at [University Name], my academic and project experience has instilled in me a passion for innovation and problem-solving in the tech industry, particularly in the fast-paced environment of start-ups. My coursework in software development, coupled with my involvement in a
university-led start-up project, has equipped me with knowledge in [mention relevant programming languages or technologies], and an understanding of the agile development process. I am especially impressed by [Start-Up Name]’s work in [mention a specific area, such as a product or service], and I am eager to contribute to your team’s ongoing
projects and innovative solutions. Joining [Start-Up Name] as an intern would not only allow me to apply my skills in a real-world setting but also offer me the invaluable experience of working closely with a team of talented professionals who share my passion for technology and innovation. I am confident that my background in computer science and
my enthusiasm for tech start-ups will enable me to make a meaningful contribution to your team. Thank you for considering my application. I am looking forward to the opportunity to discuss how my skills and interests align with [Start-Up Name]’s goals. I am available for an interview at your earliest convenience and can be reached at [contact
information]. Yours sincerely, [Your Name] Sample Letter 10: Fashion Industry Internship Application Dear [Recipient’s Name], I am writing with great enthusiasm to express my interest in the internship opportunities at [Company Name] in the realm of fashion design. As a student pursuing a degree in Fashion Design at [University Name], I am
passionate about exploring creative concepts and bringing innovative designs to life. My academic and practical experiences have provided me with a strong foundation in [mention relevant skills or techniques], which I am eager to apply in a professional setting. What draws me to [Company Name] is its commitment to pushing the boundaries of
fashion and its reputation for nurturing young talent. I am particularly inspired by [mention a specific collection or designer at the company], and I believe that an internship at your company would provide an unparalleled opportunity to learn from industry leaders and contribute to exciting projects. I am excited about the prospect of bringing my
unique perspective and skills to [Company Name], where I can contribute to the team while gaining valuable hands-on experience in the fashion industry. I am confident that my passion for fashion design and my desire to learn will make me a valuable addition to your team. Thank you for considering my application. I am looking forward to the
opportunity to discuss how I can contribute to [Company Name] and further my learning under the guidance of your talented team. I am available for an interview at your convenience. Best regards, [Your Name] Embarking on the journey toward a fulfilling career often begins with an internship—a valuable opportunity to gain hands-on experience in
your chosen industry. The initial step of applying for an internship can be decisive, setting the stage for your future prospects. One of the crucial elements of this application process is drafting an email that effectively conveys your enthusiasm, qualifications, and professionalism.In the professional world, your email serves as an introduction to who
you are and what you stand for; it’s imperative to make that first impression count. Below are some guidelines that, when followed, can enhance the quality of your internship application emails, positioning you as a worthy candidate.Subject Line: Craft a clear and engaging subject line that states your purpose and captures the attention of the
reader.Professional Greetings: Address the recipient formally using “Dear” followed by their name or title.Introduction: Introduce yourself and articulate the purpose of your email succinctly.Education and Skills: Highlight relevant educational background and skills pertinent to the internship.Experience: Briefly touch upon any past work or project
experiences that demonstrate your capabilities.Fit and Enthusiasm: Express your interest in the specific company and explain why you believe you are a good fit for their team and culture.Call to Action: Politely request consideration for the position and propose next steps, like an interview.Formal Closing: Conclude with a formal salutation such as
“Sincerely” or “Best regards,” followed by your full name and contact information.Attachment: Remember to attach your resume and any other requested documents.Crafting a well-thought-out email can differentiate you from a sea of applicants. To guide you further in this process, here are 17 sample email templates tailored to various scenarios you
may encounter when applying for an internship.Emails for InternshipDear [Recipient’s Name],I am writing to express my interest in the Marketing Internship position with [Company Name], as advertised on your company’s careers page. As a third-year Marketing student at [University Name], I am eager to apply my coursework in strategic
advertising and consumer behavior analytics in a real-world setting.Attached, please find my resume for your review. I am looking forward to the potential of contributing to your company and learning from the esteemed marketing team at [Company Name].Best regards,[Your Full Name][Your Contact Information]Dear [Recipient’s Name],I am a
motivated second-year student pursuing a degree in [Your Major] at [University Name]. Though my professional experience is still growing, I have dedicated myself to gaining a deep understanding of [relevant subjects or skills]. I am particularly drawn to [Company Name] because of your commitment to [mention any relevant company initiatives or
values].Please find my resume attached. I am very much looking forward to the opportunity to discuss how I can contribute to and grow with [Company Name].Sincerely,[Your Full Name][Your Contact Information]Dear [Supervisor’s Name],I hope this email finds you well. I am reaching out to inquire about potential internship opportunities at
[Company Name] for the upcoming [season/year]. Having previously interned under your guidance, I am excited about the possibility of rejoining your team and building upon the skills I acquired last [when you interned].Attached is my updated resume for your consideration. I am looking forward to catching up and possibly discussing the new ways I
can contribute to [specific project or department].Warm regards,[Your Full Name][Your Contact Information]Dear [Recipient’s Name],I am writing to you as a [Your Year] student of [Your Degree] at [University Name]. I have great admiration for [Company Name] and its innovative approach to [mention a field or project the company is known for].
Although I am aware that there are currently no open internship positions advertised, I am interested in exploring whether there might be an opportunity for me to contribute to your team.Enclosed is my resume for your reference. I would be honored to discuss any potential openings or projects I could assist with in the near future.Yours faithfully,
[Your Full Name][Your Contact Information]Dear [Recipient’s Name],As a current [Your Major] student with a keen interest in [specific interest related to the internship], I was excited to learn about the remote internship opportunity at [Company Name] posted on [where you found the listing]. My academic background, coupled with my ability to
work independently and efficiently from my home office, aligns perfectly with the requirements listed for the role.Attached you will find my resume detailing my qualifications. I am enthusiastic about the prospect of contributing to [Company Name] while continuing to advance my skills in a remote setting.Best wishes,[Your Full Name][Your Contact
Information]Emails for InternshipDear [Recipient’s Name],I would like to inquire about the status of my application for the [Specific Internship Title] role at [Company Name], submitted on [date you applied]. I remain very excited about the opportunity to assist your team and further develop my skills in [specific skills relevant to the
internship].Should you require any further information to assist with your decision-making process, please let me know. I am available at your earliest convenience and look forward to your update.Thank you for your time and consideration.Kind regards,[Your Full Name][Your Contact Information]Dear [Recipient’s Name],I recently received the
notification regarding the [Specific Internship Title] position, and while I understand that the selection process was highly competitive and I was not chosen for this occasion, I would like to reiterate my strong interest in [Company Name].I am still very keen on the possibility of working with your team in the future and would welcome any further
opportunities or similar roles that may arise. Thank you for considering my application, and I hope to be given another chance to demonstrate my potential contribution to [Company Name].With respectful regards,[Your Full Name][Your Contact Information]Dear [Recipient’s Name],Following our conversation, I am reaching out to express my keen
interest in the [Description] internship at [Company Name] that you mentioned. As discussed, my [specific experience or coursework] aligns well with the responsibilities of the internship program.Please find my formal application and resume attached. I am grateful for your referral, and I am looking forward to the possibility of joining the innovative
team at [Company Name] and contributing my best work.Thank you once again for your support.Yours sincerely,[Your Full Name][Your Contact Information]Cold Email to a Company Without a Posted InternshipDear [Recipient’s Name],My name is [Your Full Name], and I am currently studying [Your Major] at [University Name]. With a strong
interest in [industry or field related to the company], I have followed [Company Name]’s progress and am impressed by your work in [specific projects or achievements of the company].Though I am aware that there are no advertised intern roles currently, I am eager to explore whether there is any capacity for an intern to support your team. I am
particularly interested in [specific area of work], which I understand is a specialty of [Company Name]. Please find my resume and cover letter attached, providing further details on my background and how I envision contributing to your organization.l would deeply appreciate any opportunity to discuss potential internship roles with you and look
forward to hearing from you.Respectfully,[Your Full Name][Your Contact Information]Emails for InternshipDear [Recipient’s Name],As an enthusiastic student of [Your Major/Field] with a deep respect for the innovative work being done at [Company Name], I am writing to inquire about the possibility of conducting an informational interview. My
intent is to learn more about your company’s culture, the experiences of your team members, and advice on how a prospective intern can best contribute to your goals.Please find my resume attached for your reference. I believe that the insights gleaned from such an interview would be immensely beneficial as I prepare to apply for an internship with
your esteemed company.l am looking forward to your favorable response and the opportunity to gain valuable perspective.Kindest regards,[Your Full Name][Your Contact Information]Dear [Recipient’s Name],I’ve just come across the internship opportunity at [Company Name] in [specific field/area], and I am highly interested in submitting my
application before the deadline today. My background in [Your Field of Study] and hands-on experience gained from [Specific Project or Experience] make me a suitable candidate for this role.Attached you will find my resume and cover letter, where I expand on my experience and how I can add value to the [Company Name] team. I apologize for the
late notice and appreciate any consideration you can extend my way.Thank you for your time and understanding.Warmest regards,[Your Full Name][Your Contact Information]Dear [Recipient’s Name],I am writing to you with great interest in the [Internship Title] at [Company Name], which I discovered through [source of information]. With a
[degree/major] from [University Name] and hands-on experience in [field/skills], I am confident in my ability to contribute effectively to your team.My resume is attached for your consideration. Please let me know if there is any further information I can provide to support my application.Best,[Your Full Name][Your Contact Information]Dear
[Recipient’s Name],[Employee’s Name] shared with me the exciting opportunity for an internship at [Company Name] and suggested I contact you directly. As a dedicated [Your Major] major at [University Name] with an avid interest in [specific interest related to the company], I am keen to apply the knowledge I've acquired in a practical setting and
contribute to your [specific department/project].Attached is my resume for your review. I am grateful for [Employee’s Name]’s confidence in recommending me, and I am equally enthusiastic about the chance to bring my skills to your respected company.Sincerely,[Your Full Name][Your Contact Information]Dear [Recipient’s Name],It was a pleasure
meeting you at [Name of Event or Fair] on [Date of Event]. Our conversation about [specific discussion point] was particularly inspiring and reinforced my interest in pursuing an internship at [Company Name]. As a proactive [Year] student at [University Name], I am ready to take on the challenges of the [Specific Internship Title].I have attached my
resume and cover letter for further insight into my experience and skills. I would be honored to have another discussion about the potential to contribute to your team.Thank you for your time, and I hope to continue our conversation.Warm wishes,[Your Full Name][Your Contact Information]Dear [Recipient’s Name],I am a [Year] student majoring in
[Major] at [University Name] with a pronounced interest in [specific interest related to company]. Before submitting my formal application for an internship at [Company Name], I would like to request a visit or a brief tour of your facilities to gain a deeper knowledge of your operations and company culture.Please find attached my resume for a
glimpse into my academic and extracurricular achievements. Understanding the environment at [Company Name] would be invaluable as I craft my application to align with your mission and needs.Thank you for considering this request, and I look forward to the possibility of meeting with you in person.Yours truly,[Your Full Name][Your Contact
Information]Dear [Recipient’s Name],As a current [your education status], I am deeply impressed by [Company Name]'s commitment to [company values or mission statement]. The internship position in [department or project area] not only aligns with my academic pursuits but also with my personal and professional values.Enclosed is my resume,
which I believe will reflect a potential good match between my qualifications and the contributions I hope to make at [Company Name]. I am eager to engage in a discussion on how my background aligns with the values and goals of your esteemed company.I look forward to the opportunity of potentially joining your team.With utmost respect,[Your
Full Name][Your Contact Information]Dear [Recipient’s Name],I hope this message finds you well. As a fellow alumnus of [Your University], I am reaching out to explore any internship opportunities at [Company Name]. I recall our motivational discussion on [mention any past interaction or event] and how it sparked my interest in [related field or
job].Attached, please find my updated resume with additional coursework and experience relevant to [company or industry]. It would be an honor to work in an environment where I can both contribute and learn, particularly at a place as impactful as [Company Name].Looking forward to potential avenues to reconnect and collaborate.Sincerely,[Your
Full Name][Your Contact Information]With these 17 polished sample emails at your disposal, you are well-prepared to approach your internship application with confidence, professionalism, and a personal touch that will leave a lasting positive impression on recruiters. An internship is an incredible opportunity to get an insight into an industry and
boost your career - but competition is high, and you’ll need to stand out if you want to secure the position - and we can help.If you want a career in engineering, finance, or the creative industries, you’ll likely need to do one or more internships. In this guide on how to write an email asking for an internship, we provide some essential strategies, break
down the structure, and provide 9 successful business email templates.Of course, we can’t guarantee that you’ll secure the role of your dreams, but follow our guide on how to write an email asking for an internship, and you’ll stand the best chance.Tips for internship emailThe experts advise you to send out between 10-20 internship emails every
week. That’s a lot of messages to write, edit, and target - but it’s critical.There are likely to be thousands of students and early-career professionals who are searching. If you’re unwilling to do the work, you’ll not get the position. It’s that simple.To successfully secure an internship in any industry, you need to do your research, develop a strategy, and
supply every piece of information the recruiter needs. Let’s break this down into steps:1. Research the opportunityIf you want an internship with a business, you must demonstrate more than enthusiasm and skills - you have to use your initiative. One of the biggest traps job seekers fall into is speaking about themselves too much. Some internship
emails can read: “I want, I want, I want.” That’s going to leave recruiters cold. So instead of talking about you, flip it to focus on them. Ask yourself questions such as:Is there something specific about the industry, the business, or the team that I find inspiring?What problems can I solve for this business?How can I sell my skills to this person?What can
I offer that other candidates can’t?By focusing on the recruiter, you can make your internship request more interesting to read and highly appealing. Instead of focusing on what the opportunity means to you, you're offering evidence of how and where you can add value.2. Attach your resume, contact details, and links to social mediaAn internship
email aims to build a personal connection and pique someone’s interest.Your email is about getting them to learn more - such as reading your CV and checking out your social profiles or personal blog. The idea is to do enough to get them to take the first step.Some of the things you should include in every internship application email are:Your full
namePhone numberRelevant social media links (LinkedIn, Twitter)Links to portfolio or website (optional)Personal blogDon’t overload the person with information; focus on what will help your application. For example, you might be proud of your teenage heavy metal band, but a banking recruiter might not be as impressed.Another thing to consider
here is the email address you use and the social profiles you share. When applying for an internship, use a professional email address (your name is best, but if you can’t secure that, go for something basic and bland). If you're sharing social profiles, be sure you want the person to see them. Recruiters will screen social media channels to look for
anything that could impact their business. So be sure to sanitize your social media and remove any rude, offensive, or plain stupid social posts.3. Remember to follow-upBusinesses will receive tens, hundreds, and, for the most popular opportunities, thousands of applications. So, should you follow up if you are still waiting for a reply? Yes!A follow-up
email to an internship application demonstrates interest, enthusiasm, and perseverance - all traits you’ll need to be successful in your career. In some cases, it can make you stand out against the competition, who may be happy to simply accept no for an answer. More prosaically, your application may have been lost, discarded, or ignored. Sending a
reminder ensures that it’s at the top of the recruiter's inbox - and that can’t be a bad thing. 4. Be professionalThis means using a formal tone and language, addressing the recipient appropriately, and ensuring your email is free of grammatical errors or typos. Remember, this is your first impression, so make it count.5. Be specificInstead of sending a
generic application, tailor your application to the specific internship. This means understanding the role, the company, and the industry, and highlighting relevant skills, experiences, and coursework that make you a good fit for the role.6. Be genuineAuthenticity can set you apart from other applicants. Show your enthusiasm for the role and the
company. Don't just say you're interested - explain why you're interested, and what you hope to learn and contribute.Internship email formatYou're applying for a job with your internship email, so you’ll want to keep it professional and formal. To achieve that, you should follow a standard formal email format. That includes 5 core elements:Subject
lineGreetingBody copyEmail endingSign-offLet’s look at these in more detail and bring them to life.1. Internship email subject lineYour subject line should be serious and state what the internship email is about. If the internship opportunity has been advertised, include the title and reference (if there is one) in the subject line. Here’s how that can
work:Internship application for (job name) - (Reference number)This works because it’s simple, clear, and targeted. Another reason for using a totally basic subject line is that the recipient is unlikely to read it straight away but to file it away for future reference.Finally, a clear subject line (even one as dull as this) means there’s no way it’ll be
mistaken for anything else. If you're emailing someone cold to ask about opportunities or introduce yourself to someone, you’ll need to take a different approach. Your subject lines should aim to grab attention and encourage them to click open your email. They need to be engaging and fun but functional too. Here are a couple of examples:Do you
have any internship opportunities?Experienced (engineer, marketer, scientist) searching for internship opportunities!Could I be your next intern?Your internship email subject lines should be shaped around your industry and specialty. Also, ensure you test and learn, reviewing what subject lines get results and replies and those that don’t.Over time,
you’ll build up a picture of the subject lines that are performing best.2. Internship email bodyYour internship email body copy is where you put forward your case to the company contact. We provide some examples below of how you can write engaging internship email body copy, but the fundamentals of every effective email are:Introduce yourself,
and explain why you’'re emailingProvide insight into who you areList what you’re providing with the email (resume, links to social accounts, etc.)There are no limitations on how long your emails can be, but we’d suggest being conscientious. Think about just how much time the person will have (not much) and how interested they will be (not

much). Our advice: keep it as short as possible.3. Internship email end and sign-offYou’ll want to end your email on a high note, so ensure that you include the following:Set out the next steps (what you want from the person)Include contact detailsProvide a positive sign-off When setting out the following steps, you should clarify what you are asking
the person to do - and what you will do yourself. You’ll want to be friendly, not forceful - but you can set some timelines.Don’t be afraid to say you’ll follow up on your messages, too, as it shows you’re serious about securing a position. How to cold email for an internshipThis cold email template for an internship is one you can copy, paste, and pump
out to organizations that may be searching for interns.This template provides the foundations, but you’ll need to fill it out with some information and provide some personality too.Cold email template for internshipHi (Recipient's name),My name is (your name), and I am emailing to ask whether you have any internship opportunities at (company
name).I’ve attached a copy of my resume with this email so you can learn a little more about me. I'm highly motivated, committed, and dedicated to establishing a career in the (name) industry.If you are interested in learning more about me or have any suitable internship opportunities, please contact me as soon as possible. My contact details are
(insert details).I look forward to hearing from you.Kind regards,(Your name)9 internship email exampleslt’s the moment you’ve all been waiting for. Here are 9 internship email samples suitable for (almost) all situations you might experience. The internship email samples all follow the same standard format and include all the basic essentials. You can
copy and paste these examples, but a better way to use them is as the building blocks for your own internship emails. When you’re competing with hundreds of other applicants, originality pays!How to write an internship request emaill. Internship request email sampleThis email requesting an internship is a standard approach that covers all bases.
You can see how we’ve built a case for them to consider you as a candidate and provided clear instructions on how to contact you.Hi (Recipient's name),My name is (name), and I'm contacting you to apply for the internship post (provide all details). I've reviewed the role description and feel I would excel in the position. I've attached a copy of my
resume with this email and have provided some links to previous projects for you to review.Specifically, I was interested to learn about (include details).Please can you confirm that you have received this message? My contact details are (insert information). Could you outline the next steps in the recruitment process?With kindest regards, (Your
name)2. Sample email to express interest in an internshipSometimes you won’t want to apply for an internship, but indicate your interest - and here’s how. This sample email to express an internet in an internship focuses on the fundamentals and is about creating a connection.You'll need to add some extra information to customize it for your sector
and specialty.Hi (Recipient's name),I’'m contacting you to express my interest in the internship opportunity at (company name). Attached to this email is a copy of my resume, with information on my skills and experience. Throughout my academic career, I've developed a particular interest in (sector) and am confident I could contribute positively to
your business.Please can you register my interest in the post and provide details on the next steps in the progress? You can reply to this email or contact me at (insert details). I look forward to hearing from you and hopefully working with you in the future. (Your name)3. Internship introduction email sampleWhat’s an internship introduction? It’s a
way to introduce someone you know who may be suitable for an opportunity. Read this internship introduction email sample, and it will soon become clear.Hi (Recipient's name),l understand you're seeking an intern, and I would like to introduce (name).(insert details about the person, how you know them, their key skills, and why they would be an
asset.)I've copied (person’s name) into this email, and I encourage you to make contact if you’'re still searching for an intern.Best wishes,(Your name)4. Sample follow-up email for internshipIf you’re not received a reply to your original message, it’s time to send an internship follow-up email. The key here is to be professional, not pushy. Instead, you
want to remind the recipient about the previous message and encourage them to open and reply to it. You’ll have to strike the right tone of voice to achieve this, or you could come across negatively. Hi (Recipient's name),My name is (name), and I recently submitted an application for the (role name) internship.I am contacting you to confirm that you
have received my application and to enquire about the next steps in the process.I am incredibly excited at the opportunity and believe I could offer you and your organization tremendous value.Please get in touch with me via this email address, or you can contact me at (insert details). Kindest regards,(Your name)5. Internship interview thank you
email sampleOf course, an internship email is the start of the process. If you’'ve been lucky enough to be invited to an internship interview, you should always send a thank you once you’re done. Use this internship thank you email sample to make the best impression on any interview panel.Hi (Recipient's name),It was great meeting you and the
interview panel today, and I would like to thank you. I hope that I answered your questions, but I would like to offer you the opportunity to ask any additional questions you may have. You can email or contact me at (insert details).Listening to you and learning about the opportunity confirmed to me that this internship is an opportunity I don’t want to
miss. I'll wait to hear from you about the process.Many thanks, (Your name)How to respond to an internship offer email 6. Internship acceptance email sampleWoo hoo, you've been offered an internship (congratulations!). Now it’s time to create an accepted internship email.Here’s how to accept an internship offer via email:Hi (Recipient's

name), Thank you for your email offering me the internship position. I would 100% like to accept it!Please take this email as official confirmation that I accept the position. Please let me know the next steps in the process and who I need to speak to. I'm hugely excited to be joining such an established and exciting business. I can’t wait to get
started.Many thanks,(Your name)7. Internship rejection email sampleSometimes, you may be offered an internship that you can’t accept. In most cases, this will be because you’ve accepted another.Or it could be that the terms, conditions, or internship location aren’t acceptable. Whatever the reason, you can use this internship rejection email
sample. Here’s how to decline an internship offer via email:Hi (Recipient's name),Thank you for your email offering me the (position name) internship. Unfortunately, I will not be able to accept it at this time. (You don’t have to explain why you’re turning the internship down, but it’s often beneficial for you to do so) Kindest regards, (Your name)How to
write an email at the end of an internship8. End of internship goodbye email sampleYou’ve come to the end of your internship and have built bonds and made friends - so now is the time to say thank you.An internship farewell email plays a part in securing your reputation and creating connections that could kickstart your career.Here’s an excellent
end-of-internship goodbye email sample.Hi (Recipient's name),I want to thank you for the internship opportunity. It has been an incredible experience for me personally and professionally, and I have learned a huge amount during my time at (company name).Specific highlights of my time at (company name) include (list anything you are proud of).As I
leave, I would like to send my personal thanks to you for taking a chance on me. I hope that I have repaid your faith with hard work and dedication. I hope that we get the chance to work together in the future. Should you wish to stay in touch, my contact details are (insert details). My LinkedIn profile is (insert details). Thanks!(Your name)9. Sample
thank you email after internshipYou can send a farewell email at any point, but there’s only one chance to send a last day of internship thank you email (on your last day!)This sample is similar to the example above but is targeted at your colleagues rather than your boss (or bosses). So here’s our sample thank you email after an internship. Hi
(Recipient's name), Thanks to the team for making me feel welcomed and valued throughout my internship. I have enjoyed every minute of my time at (company name). Your support, guidance, and insights have given me an experience that will help me throughout my career. If you want to stay in touch, contact me at (insert details). My LinkedIn
profile is (insert details). Thanks for everything!(Your name)Internship email templateHi (Recipient's name),My name is (your name) and I'm interested in helping (company name) achieve (insert relevant goal or target). Here's what I can offer:(Relevant experience)(Relevant skill)(Relevant interest)I’'ve attached a copy of my resume with this email so
you can learn a little more about me. I'm highly motivated, committed, and dedicated to establishing a career in the (name) industry.If you are interested in learning more about me or have any suitable internship opportunities, please contact me as soon as possible. My contact details are (insert details).I look forward to hearing from you.Kind
regards,(Your name)MailMaestro's internship email templateThere is no 100% right or wrong way to apply for an internship. But having an effective template, proper grammar, and email format will help, as you need to most likely send many, many emails to land you dream internship.This is where MailMaestro comes in. MailMaestro's Al-powered
smart templates can help you craft better emails, like this:Final words on internship emailsGetting an internship isn’t easy. Unless you're really lucky, you’ll need to spend days, weeks, and even months sending messages.We can’t guarantee you’ll get an internship, but by following the information and advice in this guide, you’ll stand a great chance.



The critical thing is to find ways to create connections, moving beyond the basics of your email to build a personal link.No template alone can achieve this, you'll need to work on it yourself - but put in the effort, and the rewards will be yours!



