
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. My name is [Your Name], and I am a 

[Your Grade/Year] student at [Your School/Institution Name]. I am writing 

to express my interest in participating in a work immersion program with 

[Company/Organization Name] for the period of [proposed dates]. 

As part of my academic curriculum, this work immersion program is 

essential in providing students with real-world experiences and skills 

relevant to our field of study. I am particularly interested in [briefly 

mention specific interests related to the company/industry].  

I believe that an opportunity at [Company/Organization Name] would 

greatly enhance my understanding and provide invaluable insights into 

[mention specific skills or experiences you hope to gain]. I am eager to 

contribute to your team while learning from your expertise. 

I would be grateful if we could arrange a meeting to discuss this 

opportunity further. Thank you for considering my request. I look forward 

to your positive response. 

Sincerely,  

[Your Name]  

[Your School/Institution Name]  

[Grade/Year] 


