
Coordination Letter for Internship Program 

Development 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to discuss the coordination of our Internship 

Program Development. As we strive to enhance our collaboration in providing valuable 

internship opportunities for students, I would like to propose a meeting to outline our goals and 

expectations. 

We believe that our partnership can significantly benefit the students and help them gain 

practical experience in [insert relevant field/industry]. I suggest that we convene on [insert 

proposed date and time] to discuss the following: 

• Overview of the Internship Program Structure 

• Roles and Responsibilities of Participating Organizations 

• Timeline and Milestones 

• Assessment and Feedback Mechanisms 

Your insights and contributions will be invaluable as we work together to create an effective 

program. Please let me know if the proposed date and time are convenient for you or if there is 

another timeframe that works better. 

Thank you for your attention to this matter. I look forward to your reply. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


