Sample First Contact Letter / Email (modify for phone)

Date

Dear XX,

My name is XX and I’m an undergraduate Psychology student at SIUE.  Our department offers a for-credit field study (internship) opportunity to interested students, with the goal of exposing us to what professionals in our field do in the workplace.  My interests are in XXXXXXXX, and thus, I’m writing to see if you would be interested in having me work with you there at XXXXXX in the (semester) of (year).  There are a few requirements for field studies:

a) Field study students can not be paid

b) The work performed must be relevant to the field of psychology, and preferably typical of the type of work students wish to do upon graduation

c) Students must have an on-site supervisor with at least a Master’s degree in Psychology or a related field who oversees their work and is responsible for ensuring an educational experience and evaluating the student at the conclusion of the field study

d) Students must work 120 hours at the site (within the semester) when earning 3 credit hours, or less/more if taken for less/more credit.  

The Psychology Field Study Coordinator is Dr. Betsy Meinz.  She is responsible for ensuring the success of students’ field studies, and evaluating the academic component of the Field Study (completed outside of the site hours).  If you and I arrange for me to do a Field Study at your site, she will contact you to confirm the Field Study and answer any questions you may have.  You may contact her at emeinz@siue.edu or 618-650-3284.

I would be interested in speaking with you further regarding the possibility of a placement with you at XXXXXX (site).  Please feel free to email me back, or to call me at XXXXXXXXX(your phone number—make sure your voicemail message is appropriate!).  I look forward to hearing from you.

Sincerely,

YOUR NAME

