
Today's Date 

Contact Person's Name  

Title  

Organization  

(Only if mailing: Street Address  

City, State, Zip Code) 

Dear Ms./Mr./Dr. Last Name:  

I am a student majoring in Urban Studies at the University of Pennsylvania and planning to fulfill my 

internship requirement during the upcoming spring semester, January-April.  The internship is 15 

hours per week, unpaid.  I am interested in an internship with (NAME OF ORGANIZATION) as 

described in your materials provided to the Urban Studies program (or if through another means, 

explain how you learned about the organization).   

First paragraph: Explain why you are writing. 

 Mention how you heard of the organization or of the position. (as above, you learned about the 

company through Urban Studies, or, if you heard about the company through other means, 

explain what they were – e.g., you were referred by a current employee, you heard someone 

from the organization talk in one of your classes, etc. ) 

 If you've already talked to the person to whom you are sending the letter, indicate this in your 

introduction. 

 If you have a connection to the company or organization, let them know. 

 Demonstrate that you know the organization and its mission/values by saying something about 

it in your sentence that explains why you are interested in that organization.  For example, “I am 

interested in an internship with the Community Design Collaborative because I want to learn 

more about the use of design in community revitalization.” Avoid adjectives and generic 

descriptions. Make it obvious that you've researched the organization and are familiar with its 

services.  

 Explain how the position and/or company is a good fit with your career goals and interests.  The 

above example might do the trick or you could note that you want to study urban design  or 

architecture or city revitalization through a planning degree and hope that you can begin to 

explore the field through this internship.  

 The middle paragraph(s) are your chance to shine. This should make up the bulk of your 

letter.  Summarize the aspects of your education, experience, and interests that are germane to 

the position and convey your sincere interest in the position. 

 



 Expand on the information contained in your resume and highlight your qualifications 

by discussing them in terms of the contributions you can make. Do not merely reiterate 

what is on your resume, but pick several highlights from your background that are 

particularly relevant to the position.  Or you could identify relevant course work that 

you’ve done. 

The closing paragraph should pave the way for the interview. You may express your interest in an 

interview (though do not state a specific time or day) or suggest that you will follow-up with a phone 

call.   End your letter by thanking the contact person for his or her time and consideration of your 

application. 

Sincerely, 

 


