
Internship Exchange Proposal 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. My name is [Your Name], and I am currently [Your 

Position/Your Course] at [Your Institution]. I am writing to propose an internship exchange 

program between [Your Institution/Company Name] and [Recipient's Institution/Company 

Name]. 

The objective of this proposal is to create a mutually beneficial opportunity for our 

students/employees to gain diverse experiences and skills while enhancing collaboration between 

our organizations. 

I believe an internship exchange program would allow participants to immerse themselves in 

different work environments, learn new methodologies, and develop a global perspective in their 

respective fields. Furthermore, this exchange could enrich our organizational cultures and foster 

long-term professional relationships. 

I would be happy to discuss this proposal in more detail and explore potential frameworks for the 

program. Please let me know a convenient time for you to have a conversation. 

Thank you for considering this proposal. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Institution/Company Name] 

[Your Contact Information] 


