Sample Internship Thank-You Letter

December 4, 1999

112 Miracle Street
St. Paul, MN. 55105

Randall B. Barnes, Director
HiPay Corporation
St. Paul, MN. 55105

Dear Mr. Barnes,

While I am excited about graduation, I am sad about leaving my internship at the HiPay
Corporation. I have enjoyed working with the staff and clients and have learned so much
about the challenges of the industry. I particularly liked (specify here what fits for your

particular situation).

I know that training a new intern was a lot of work for you and I appreciate your time and
patience in answering all my questions and finding interesting tasks for me to do.

I have enclosed a copy of my updated resume, which includes my internship experience
at the HiPay Corporation. Any suggestions you might have about my resume or people in

the field I could contact about full-time employment would be very welcome.

Thank you again for helping to make my internship a rewarding experience. I will try to
keep in touch with you and the rest of the staff.

Sincerely,

Joe Reliable

Enclosure: resume



