Your Name

Your Address

City, State, Zip Code

Email Address

Phone Number

Date

Recipient Name

Recipient Title

Organization Name

Organization Address

City, State, Zip Code

Dear [Recipient Name],

I hope this message finds you well. My name is [Your Name], and | am currently a [Your Year,
e.g., sophomore, junior] at [Your University] pursuing a degree in [Your Major]. I am writing to
express my interest in an internship opportunity in educational administration within your
esteemed organization.

With a strong passion for education and a desire to make a meaningful impact, | have focused
my studies on [specific courses or skills relevant to educational administration]. | believe that an
internship at [Organization Name] would provide me the invaluable opportunity to gain hands-on
experience and contribute to [specific goals or projects of the organization].

| am particularly impressed by [mention any specific programs or initiatives of the organization],
and | am eager to learn from your team and support your mission. | am a dedicated, organized,
and enthusiastic individual who thrives in collaborative environments and would be honored to
contribute to your efforts.

Thank you for considering my request. | would be grateful for the opportunity to discuss
potential internship openings and explore how I can assist your team. | look forward to your
positive response.

Sincerely,

[Your Name]



