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	Title: [Your Name Here] [Street or Mailing Address] [City], [State] [ZIP] 
	Body: [Insert Date]  [Recipient Name][Job Title][Company Name][Street or Mailing Address][City], [State] [ZIP] [Courtesy Title] [Last Name]:  As a(n) [insert major] who will soon be completing my degree in [field of study] from [insert college name], I am reaching out to inquire about internship opportunities with your organization. I have long admired your company’s [specify a few things that interest or intrigue you about the company, such as their extensive product line, commitment to innovation, market domination, etc.]. It is a dream of mine to complete an internship with [insert company name].  As a(n) [insert major] major, I have spent the last several years preparing to enter the job market as a(n) [insert type of job]. Now that I am nearing the end of my time in school, I’m looking for an opportunity to apply the theoretical knowledge and skills that I have developed in school in a real-world setting. As an intern, my goal will be to contribute positively to the organization while also developing practical skills to help complete my preparation to transition to the world of work.  [Insert college name] requires interns to complete a [insert number of hours]-hour internship during their final year of enrollment. I am available to intern during the fall or spring semester of the [insert school year] school year and am willing to work any schedule that meets your needs. I would greatly appreciate an opportunity to speak with you about how I could contribute to [insert company name] as an intern. I will call you by [insert date and time] to schedule a time to talk. If you’d like to talk before that, please contact me at [insert phone number] or [insert email address]. I look forward to speaking with you soon.  Regards,   [Insert Name]   Enclosure: [1] 


