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HOW TO WRITE A COVER LETTER FOR AN INTERNSHIP 
 

The cover letter will usually comprise the body of an email to which you will attach your 

one-page résumé. If you are mailing your résumé, be sure to include a cover letter 

printed on the same fine paper as your resume. See other side for formatting. 

 

 

 
PSYCH MAJOR (EMAIL FORMAT) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 
INTRO: EXPLAIN WHY YOU ARE 

CONTACTING THIS PERSON, 

COMPANY, OR ORG.  

 
 
 
 
 
 
BODY: HIGHLIGHT SOME OF 

YOUR COMPETENCIES, 

EXPERIENCE, AND RELEVANT 

COURSEWORK. EXPLAIN WHY, 

SPECIFICALLY, YOU ARE 

INTERESTED IN THIS INTERNSHIP 

WITH THIS COMPANY/ORG. 

(RESEARCH THE ORG. SO THAT 

YOU CAN SHOW WHAT YOU 

KNOW ABOUT IT).  
 
 
 
CONCLUSION: DISCUSS NEXT 

STEPS.  

Dear Mr. Smith: 

 

From my school’s internship office I recently learned that you are 

seeking interns for the fall semester. I am very excited about this 

opportunity at The Empowerment Program, because I believe it 

would provide a way for me to apply what I have learned in my 

courses at Regis College and also expand my education beyond 

the classroom. In addition, I believe that I can offer a lot to your 

organization. 

 

As a junior with a Psychology major and Communication minor, 

my courses and work experience have prepared me for interning 

in an organization such as Empowerment. This year I will be 

taking all upper-level courses in my major and minor. During the 

past few summers I have been a camp counselor with homeless 

children. I have also volunteered with homeless clients at the 

Colorado Coalition for the Homeless. Interning at Empowerment 

would teach me how best to support women in difficult 

circumstances to regain their footing. I also hope to engage in 

research about how poverty and/or incarceration affect the way 

people make choices. 

 

I look forward to hearing from you so that we can discuss this 

further. You can reach me by email (dwhite@regis.edu) or cell 

phone at 303-566-0000. My résumé is attached for your review. 

 

Yours truly, 

 

Deanna White 

mailto:dwhite@regis.edu
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3333 Regis Blvd. F-16 

Denver, CO 80221 

rpatterson@regis.edu 

303-458-0000 

 

 

 

October 4, 2011 

 

 

 

Ms. Cynthia Crain 

Crain & Brown Consulting 

420 Speer Blvd. 

Denver, CO 80202 

 

 

Dear Ms. Crain: 

 

I was very excited to learn recently that you provide internships to undergraduate 

students at Regis College. As a sophomore in business marketing, I can already see I 

have much to gain by applying my knowledge and skills in a real-world setting. My goal 

is to secure an internship with Crain & Brown Consulting for the summer, so that I can 

put all my energy into “learning on the job” and also bring value to your company. 

 

By this summer I will have completed two full years at Regis, including most of my 

foundational business courses and all of my core classes. My interest in marketing stems 

from my experience in the fair-trade tea company my cousin owns locally. For the past 

several summers, I have successfully helped to market the tea to a younger, college-age 

cliental. Related to this, I have been an admissions recruiter at Regis, connecting directly 

with potential students and families. I would welcome the opportunity to work with your 

firm so that I can learn more about branding, designing, and implementing a full 

marketing campaign. 

 

Please let me know when it would be convenient to have a conversation about your 

internship position. You can reach me by email (rpatterson@regis.edu) or cell phone at 

303-458-0000. My résumé is attached for your review. 

 

Sincerely, 

 

Rory Patterson 

(BUSINESS MAJOR, STANDARD LETTER FORMAT) 
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