
Internship Application for Event 

Coordination Position 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to express my interest in the internship position for event coordination at 

[Company's Name], as advertised [mention where you found the listing]. With a passion for 

organizing and executing successful events, I believe my skills and experiences align well with 

the requirements of this role. 

During my previous experience as [mention any relevant position or experience], I successfully 

[describe a relevant achievement or responsibility]. This opportunity not only enhanced my 

organizational and communication skills but also allowed me to work collaboratively with a 

diverse team to bring ideas to life. 

I am particularly drawn to [Company's Name] due to [mention a specific reason related to the 

company or its events], and I am eager to contribute my skills to help create memorable 

experiences for your clients. 

Thank you for considering my application. I look forward to the opportunity to discuss how I can 

contribute to your team. I am available for an interview at your earliest convenience and can be 

reached at [your phone number] or [your email address]. 

Sincerely, 



[Your Name] 


