Mr. Mathews,

HR Manager,

BDB Business Organization,

ABC Street,

1234 New Town,

OH

[Sub: Application for the post of an Intern]

Dear Mr. Mathews,

With reference to my telephonic discussion with you I am applying for the role of an intern with your organization. I am a graduate from a reputed school of economics. I have a passion for number crunching and mathematics. I would love to engage myself in work that can add to my experience and also prepare me for the corporate world.

The best is on the job training which I will get to achieve through an internship with your company. I would be extremely grateful to work with your organization as I need this one chance to learn and start my career. I always give out in my best shot and will do the same here.

Will look forward to your next communication.

Yours sincerely,

Ronald Jones

[Sign here]

