Internship Credit Approval Inquiry

Date: [Insert Date]
[Your Name]
[Your Address]
[City, State, Zip Code]
[Your Email]
[Your Phone Number]
[Recipient's Name]
[Recipient's Title]
[Department/Office Name]
[Institution/Organization Name]
[Address]
[City, State, Zip Code]
Dear [Recipient's Name],
I hope this message finds you well. I am writing to inquire about the process for obtaining
academic credit for my upcoming internship with [Internship Company/Organization Name].
The internship is scheduled to take place from [start date] to [end date], and I believe it will
provide valuable experience relevant to my studies in [Your Major/Field of Study].
| would appreciate your guidance on the following points:
e The eligibility criteria for receiving credit.
e The necessary documentation required for the approval process.
e The timeline for submitting my application for credit approval.
Thank you for your attention to this matter. | look forward to your prompt response.

Best regards,

[Your Name]



[Your Student ID (if applicable)]



