John Doe • 1050 ABC Street • City ABC, State ABC • 12345 • (000) 555-1234

March 31, 20XX

Mr. John M. Smith

Senior Recruitment Consultant

Company ABC

55 ABC Avenue

City ABC, State ABC 11111

Dear Mr. Smith:
As a Creative Director you know how difficult it is to get your first copywriter job. Agencies often hire copywriters when they get new business and they need experienced writers who can handle the new business, not beginners.

Training programs have been reduced or eliminated in an effort to streamline agency costs.  As a result, there is a gap in the skill level of graduating students and the level required on the job. As I complete my studies and begin seeking a full-time copywriting job I am acutely aware of the gap between school and work.

I feel an internship is a possible way to bridge this gap.  Jane Doe at Company ABC gave me your name as a person to contact. I wonder if you would have time to meet with me and discuss the possibility of arranging an internship at your agency?

I will call in a few days to see if we can arrange a time to meet.

Sincerely,

John Doe

