
Place this content on your company letterhead
date:

October 20, 201_
to:

Business School Deans, Department Heads
from:
            ______________ (your name), ______________(name of your firm)
re:

Internship Request for Applicants
The key to succeeding after graduation is experience. Employers want it and with an electrical sales internship, your students will have it. Spending a semester with a sales agency is a chance to experience the world of selling firsthand — and could be the first step toward a professional electrical sales career. 
At ______________ (name of your firm), we realize the benefits of being in close proximity to your school and its students. We are also proud of the quality professional experience we offer students in our professional electrical sales internship program.
The following summarizes our internship program and application requirements. Please encourage your best students to apply, and feel free to share this document with anyone who would benefit.

Basic background regarding ______________ (name of your firm) internships:
· We typically take ________ (one, two or three) interns per semester.


· We ________ (do or do not) offer paid internships.
· Candidates must have at least completed their sophomore year to be considered. Seniors are highly encouraged to apply.


· We expect interns to work a minimum of 12 hours per week when classes are in session. We do, however, prefer candidates who can work at least one full day (or nearly all of one) as opposed to multiple (smaller) day parts. This makes a significant difference in the quality of their experience and enhances their work contributions.


· We interview candidates as if they were applying for a paid professional position. This includes a formal interview with the intern coordinator. While competitive and rigorous, this process is intended to be a meaningful part of the experience we offer. We help candidates learn to manage the actual process they will face in the job market after graduation.


· No one is given special consideration during the selection process. The selection process is strictly competitive among each discrete class of interns.

How and when to apply:
An inquiry should include a cover letter, résumé, and letter of recommendation. Applicants should send materials by ________ (date). Interviews will be completed by ________ (date). Internships will begin around ________ (date).

Final selections are made well in advance of the internship start date, providing interns with the ability to plan ahead, if chosen, or make alternate arrangements for other opportunities, if not chosen. 

Interns may be invited to participate in a second semester and may be invited to interview when a full-time permanent position becomes available in our firm.

Inquiries and materials for internships should be sent to: 
________ (contact information)
A full internship description and brochure are included with this letter.
