[Your Full Name]
[Your Email]
[Your Phone Number]
 
[Full Name of Recipient, if known]
[Position in Organization, if known]
[Organization's Name]
[Organization's Address]
[Today's Date]
RE: [Full Job Title of Position You Are Applying To]
[Salutation: For example, "Dear Mr. LastName" - or if you do not know the name of the person, simply put Dear Internship Coordinator]
[First Paragraph: Introduce yourself and your major and state the reason you are interested in the position. Tip: compliment the company - show that you have researched them by referring to their mission statement or recent achievements.]
[Body: 1-2 paragraphs describing your relevant experience and achievements. Be concise and be sure to tie everything back to how it makes you the best fit for this position.]
[Conclusion: State what knowledge you hope to gain from this internship and summarize why you think you are a good fit.]
[Thank you: One sentence thanking them for considering you.]
Sincerely,
[Your Full Name]

