
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Organization's Name] 

[Organization's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am currently pursuing a 

degree in [Your Degree] at [Your Institution]. I am reaching out to inquire about potential 

opportunities for volunteer work and internships at [Organization's Name] that could serve as 

substitutes for my degree requirements. 

As I am eager to enhance my practical skills and gain real-world experience, I believe that 

volunteering or interning with your esteemed organization could significantly contribute to my 

professional development while allowing me to offer valuable support to your team. 

I would appreciate any information you could provide about available positions, the application 

process, or how I might best align my skills with the needs of your organization. Thank you very 

much for your time and consideration. 

Warm regards, 

[Your Name] 


