
Internship Final Report Notification 

Dear [Intern's Name], 

We hope this message finds you well. We are pleased to inform you that the time has come for 

the submission of your final report regarding your internship at [Company/Organization Name]. 

Your insights and experiences during this period are invaluable to the organization. 

Please ensure that your final report includes the following sections: 

• Introduction 

• Objectives of the Internship 

• Description of Tasks and Responsibilities 

• Key Learnings and Skills Acquired 

• Conclusion and Recommendations 

The final report should be submitted to your internship supervisor by [Submission Deadline]. 

Should you have any questions or require further clarification, please do not hesitate to reach out. 

Thank you for your hard work and dedication during your internship. 

Best regards, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 

[Contact Information] 


