
Internship Inquiry 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Library/Organization's Name] 

[Library/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 Library Sciences at [Your University]. I am writing to inquire about potential 

internship opportunities within [Library/Organization's Name]. 

As part of my academic program, I am seeking hands-on experience in a library environment 

where I can apply my knowledge and skills. I am particularly interested in [specific areas of 

interest related to the internship], and I believe that your esteemed institution would provide an 

excellent platform for my professional growth. 

I would appreciate any information you could provide regarding internship openings, application 

procedures, and deadlines. Thank you for considering my inquiry. I look forward to the 

possibility of contributing to your team while gaining valuable experience. 

Sincerely, 

[Your Name] 


