
Internship Completion Report 

Date: [Insert Date] 

To, 

[Internship Supervisor's Name] 

[Company/Organization Name] 

[Address] 

Dear [Internship Supervisor's Name], 

I am writing to formally report on the completion of my internship at [Company/Organization 

Name] from [Start Date] to [End Date]. During this period, I had the opportunity to work under 

your guidance and gain practical experience in [Internship Area/Field]. 

Throughout my internship, I was involved in various tasks such as [list key tasks or projects]. 

These experiences not only enhanced my skills but also deepened my understanding of [related 

field or industry]. I am particularly thankful for the support and mentorship provided by you and 

the team. 

In addition to gaining hands-on experience, I have also developed valuable professional 

relationships and improved my [specific skills or areas of knowledge]. I am excited to apply 

what I have learned in my future career endeavors. 

Thank you once again for the opportunity and support during my internship. I look forward to 

staying in touch and hope to contribute to [Company/Organization Name] in the future. 

Sincerely, 

[Your Name] 

[Your Contact Information] 

[Your Educational Institution] 


