
Request for Industrial Training Placement 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to request an opportunity for industrial training placement at [Company Name]. I 

am currently a [Your Year, e.g., second-year] student pursuing a [Your Degree, e.g., Bachelor of 

Science in Engineering] at [Your University Name]. My academic background and keen interest 

in [Specific Field, e.g., mechanical engineering] motivate me to gain practical experience in a 

professional setting. 

I am particularly interested in [Specific Area of Interest related to the company] and believe that 

an internship at [Company Name] would provide me with invaluable hands-on experience. I am 

eager to contribute my skills and learn from the esteemed team at your organization. 

I am available for training from [Start Date] to [End Date], and I am flexible with working hours 

to meet your organization's needs. I am happy to provide any additional information or 

documentation required to facilitate this request. 

Thank you for considering my request. I look forward to the opportunity to discuss my 

application further. 

Sincerely, 

[Your Name] 


