[COMPANY LOGO AND/OR NAME]


Date: [TODAY’S DATE]
To: [CONTACT PERSON]
From: [YOUR NAME & ANY RELEVANT CREDENTIAL ACRONYMS]
RE: Available Internship Position
Good day! I’m interested in adding an intern to my staff. I believe we can provide the right candidate with valuable career experience. Attached please find a detailed description of our opening. 

Please let me know if I can offer any further details by reaching me at [preferred contact phone or email].

	Employer Internship Request


	ORGANIZATION INFORMATION

	Organization Name
	Date

	Contact Person and Title

	Company Logo



	Street Address

	City
	State
	Zip

	Phone
	Email

	Internship Title:

	Specific Dates of Internship (if applicable): 

	Desired Number of Weeks:
	Desired Hours Per Week:

	Percentage of hours on site: 

	Preferred Majors: 

	Qualifications:



	Job Description:



	Dress code:


	Facial hair ok?   ( YES     ( NO     ( DEPENDS

	Visible tattoos ok?   ( YES     ( NO     ( DEPENDS

	Ear gauges or face piercings ok?  ( YES     ( NO     ( DEPENDS

	Wage/Stipend (if applicable):
	Application Closing Date: 


1234 Street Address, City, State, Zip ( (317)555-5555 ( you@emaildomain.com

