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Unlimited	Reading	Learn	faster	and	smarter	from	top	experts.	Unlimited	downloads	Download	to	enjoy	statistics	offline	and	on	the	go.	For	many	people,	an	internship	is	the	start	of	a	professional	career.	And	completing	it	seems	great	to	the	candidates.	But	that	experience	could	really	be	diminished	if	candidates	don't	get	a	well-written	experience
letter.	Here's	how	to	write	a	great	cover	letter	for	an	internship!	I	am	also	attaching	a	template	for	you	to	download.	You	can	download	it,	edit	it	and	send	it	to	your	interns.	So	easy!	Download	the	free	internship	termination	letter	template	now!	What	is	a	termination	letter?	In	India,	many	companies	run	internship	programs	that	provide	opportunities
to	students	in	various	fields	and	help	them	develop	their	careers.	Many	private	and	public	organizations	run	internship	programs.	Students	apply	to	each	organization	based	on	their	interest	in	membership.	After	completing	the	internship,	the	employee	department	or	the	employer	will	issue	a	certificate	of	work	performed	during	the	internship	to	the
student.	This	serves	as	proof	that	they	completed	the	internship	and	now	have	the	basic	knowledge	of	the	company	to	work	or	accept	the	position.	Internships	help	students	develop	their	skills,	prepare	them	for	the	corporate	world	and	provide	career	opportunities.	In	some	places,	the	internship	certificate	also	serves	as	a	certificate	of	experience	and
serves	as	proof	that	the	intern	has	completed	work	during	the	internship.	Is	the	internship	letter	the	same?	Yes,	the	practice	letter	is	exactly	the	same.	These	are	2	different	terms	used	to	describe	the	same	HR	letter.	Both	serve	as	proof	that	the	intern	has	successfully	completed	the	internship.	Why	is	a	termination	letter	from	an	employer	important?
This	HR	letter	is	very	important	because	it	serves	as	proof	that	the	intern	has	worked	for	your	company	for	a	certain	period	of	timetime.	It	tells	about	the	time	they	worked	there	and	the	nature	of	their	work.	In	the	future,	when	this	intern	goes	to	apply	for	a	job,	he	will	use	this	letter	as	proof	that	he	has	previous	company	experience	and	the	know-
how	to	work	and	behave	in	a	professional	environment.	HR	or	the	employer	often	uses	this	internship	termination	letter	as	a	basis	for	understanding	the	candidate's	past	experience.	Because	it	also	contains	little	information	about	the	intern's	interpersonal	skills	and	other	characteristics,	the	recruiter	can	use	it	as	a	reference	to	assess	character
and/or	work	ethic.	How	to	write	an	internship	letter?	The	Internship	Certificate	Letter	should	contain	the	following	information:	Date	of	Letter	Issue	Name	of	Intern	Internship	Period	(Date	of	Arrival	and	Departure)	Work	Department	Name	of	Internship	Project	Brief	Description	of	Project	Congratulatory	Message	(because	the	intern	has	successfully
completed	the	Internship)	All	the	best	to	the	intern	Dos	and	No	in	the	Termination	Letter	internships	It	may	seem	trivial.	After	all,	interns	can	be	at	the	bottom	of	your	business.	But	it	is	also	important	to	understand	that	they	are	early	in	their	careers	and	are	looking	for	guidance	and	very	often	direction.	This	letter	can	have	a	big	impact	on	what	kind
of	job	they	get	later	in	life,	as	it	goes	a	long	way	in	proving	that	they	have	established	a	solid	foundation	in	their	work.	Here	are	some	things	to	keep	in	mind	when	writing	this	letter.	Dos	(for	internship	experience	letter).	You	should	be	as	clear	and	specific	as	possible.	Provide	details	where	possible.	Stay	authentic.	Don't	go	on	and	on	about	how	great
you	think	they'll	be	in	their	new	role.	Here's	the	short	and	sweet	way!	Finally,	don't	forget	to	include	your	phone	number	or	email	address	so	that	the	applicant	can	contact	you	for	any	reason.	NO	(internship	experience	letters)	GRAMMAR	ERRORS!!	Nothing	worse	to	showsomeone	who	doesn't	care	about	you.	Use	a	common	language.	Use	language
that	sounds	like	a	contract.	I	know	I	said	it	had	to	be	official.	But	you	can	also	make	it	friendly.	I	hope	you	have	already	downloaded	the	Internship	Graduation	Template.	If	now,	what	are	you	waiting	for?	Click	here	to	download	it!	Remember,	practice	is	a	big	deal.	So	make	sure	you	give	it	the	value	it	deserves	and	end	it	with	a	great	letter.	Frequently
Asked	Questions	What	is	a	Practice	Certificate?	This	is	a	certificate,	letter	or	proof	of	completion	for	a	specific	candidate.	It	talks	about	the	role	of	the	intern,	the	job,	the	duration	of	the	internship,	etc.	Why	do	I	need	an	internship	letter?	This	is	necessary	as	it	is	proof	that	the	trainee	has	successfully	completed	the	internship	and	also	states	the
duration	of	the	internship	and	the	work	done!	A	traineeship	completion	certificate	is	a	letter	issued	by	an	employer	or	supervisor	at	the	end	of	the	traineeship	period	to	a	candidate	who	has	worked	for	an	organization	as	a	trainee	for	some	time.	This	document	is	also	called	an	internship	certificate,	because	it	certifies	the	work	and	acquired	and
possessed	skills.	It	is	usually	not	addressed	to	a	specific	recipient	and	is	written	by	the	employer	or	supervisor	of	the	trainee	in	the	organization.	An	internship	is	an	employment	contract	for	a	student	or	candidate	who	is	employed	for	a	definite	period	of	time.	It	can	be	paid	or	free,	it	can	be	extended	or	it	can	lead	to	work.	On	the	other	hand,	if	this
does	not	turn	into	a	job,	the	trainee	will	receive	a	letter/certificate	of	completion	of	the	traineeship	at	the	end	of	the	traineeship.	This	letter	is	useful	to	the	candidate	in	many	ways,	for	example:	If	the	candidate	is	a	student	and	their	institution	requires	an	internship,	this	letter	certifies	to	the	institution	that	the	student	has	completed	an	internship	at	a
specific	organization.	It	helps	the	candidate	to	find	a	job	becauseit	confirms	the	acquired	experience	and	skills,	and	can	also	serve	as	proof	of	experience.	It	can	be	used	as	a	letter	of	recommendation	to	highlight	the	positive	aspects	of	a	person,	especially	a	professional	one.	This	is	usually	a	one-page	document,	but	the	information	provided	may	vary
depending	on	the	candidate's	responsibilities	during	the	internship,	skills	and	experience	acquired,	degree	of	satisfaction	with	the	organization,	etc.	The	general	template	contains	the	following	information:	Date.	Recipient	information.	if	specific.	Otherwise,	it	is	usually	addressed	as	"TO	WHOM	IT	MAY	CONCERN".	The	recipient's	details.	Certificate
of	completion	of	the	internship.	study	period.	Responsibilities	during	the	internship.	Detailed	information	about	the	projects	the	intern	worked	on.	Acquired	skills.	Innate	human	abilities.	Benefits	received	by	the	organization	from	the	intern.	Candidate's	potential	and	skills.	Job	offers,	if	any.	I	wish	the	candidate	good	luck.	Greeting	and	signature.	The
applicant	may	submit	a	copy	of	this	letter	to	their	institution	and	keep	this	acknowledgment	for	their	records.	The	completed	internship	can	be	listed	in	your	CV	in	order	to	present	your	knowledge	and	professional	experience	and	improve	your	competences.	Sample	letter	Date	Name	Address	Whom	it	may	concern	We	certify	that	Mr.	John	Steven
completed	a	two-month	traineeship	with	ABC	Limited	from	1	January	to	2	March	20XX.	He	worked	under	the	direct	supervision	of	the	operations	manager	and	had	the	opportunity	to	work	on	various	projects.	In	addition	to	other	duties,	he	was	responsible	for	managing	the	time	of	the	projects	he	was	working	on.	His	manager	is	pleased	to	have
notified	and	eliminated	any	delays	that	may	have	affected	the	timely	completion	of	the	project.	He	is	a	quick	learner	and	quickly	got	to	know	our	operating	system	and	organizational	culture.	Eager	to	learn	on	the	job,	he	developed	various	skillsHis	teamwork	and	friendly	nature	made	him	part	of	our	organization	in	his	first	week.	He	exceeded	all
expectations	and	we	are	thrilled	to	be	able	to	train	such	a	passionate	candidate.	We	look	forward	to	hiring	him	after	graduation	so	that	we	can	use	his	full	potential	for	our	organization.	We	wish	him	good	luck	in	all	his	future	endeavors.	Sincerely,	Sarah	Wilson.	An	internship	certificate	is	a	letter	issued	by	an	employer	or	supervisor	at	the	end	of	an
internship	to	a	candidate	who	has	worked	in	an	organization	as	an	intern	for	a	certain	period	of	time.	This	document	is	also	called	an	internship	certificate,	as	it	certifies	the	work	of	the	intern,	as	well	as	acquired	and	innate	skills.	It	is	usually	not	addressed	to	a	specific	recipient	and	is	written	by	the	trainee's	employer	or	a	manager	in	an	organization.
An	internship	is	an	employment	contract	for	a	student	or	candidate	who	is	hired	for	a	predetermined	period	of	time.	It	can	be	paid	or	free,	it	can	be	extended	or	it	can	lead	to	work.	However,	if	this	does	not	develop	into	a	job,	the	trainee	will	receive	a	certificate/certificate	of	completion	of	the	internship	after	completing	the	internship.	This	letter	is
useful	to	the	candidate	in	many	ways,	for	example:	If	the	candidate	is	a	student	and	their	institution	requires	an	internship,	this	letter	is	a	guarantee	to	the	institution	that	the	student	has	completed	an	internship	at	a	particular	organization.	when	a	candidate	is	looking	for	a	job,	as	it	confirms	the	acquired	experience	and	skills,	it	can	also	act	as	a
certificate	of	experience,	a	letter	of	recommendation	emphasizing	the	positive	qualities	of	a	person,	especially	during	working	semesters.	This	is	usually	a	one-page	document,	but	the	information	it	contains	may	vary	depending	on	the	scope	of	the	candidate's	responsibilities	during	the	internship,	the	skills	and	experience	acquired,	the
organizationlevel	etc.	The	generic	template	includes	the	following	information:	Date.	Recipient	information,	if	any.	Otherwise,	it	is	usually	addressed	as	"TO	WHOM	IT	MAY	CONCERN".	Destination	data.	Certificate	of	completed	internship.	The	period	has	ended.	Responsibilities	during	the	internship	Details	of	the	projects	the	intern	has	worked	on.
Acquired	skills.	Innate	human	skills.	Benefits	the	organization	has	received	from	the	intern.	Potential	and	capabilities	of	the	candidate.	Job	offers,	if	any.	I	wish	the	candidate	all	the	best.	You	can	send	a	copy	of	this	letter	to	your	institution	and	keep	this	certificate	on	file.	He	can	mention	the	internship	in	his	resume	to	present	his	knowledge	and
experience	in	the	work	environment	and	build	his	reputation.	Sample	letter	Date	Name	Address	To	whom	it	may	concern	I	certify	that	John	Stephen	completed	a	two	month	internship	with	ABC	Limited	from	20XX.	January	1	to	March	2.	He	worked	directly	under	the	Operations	Manager	and	had	the	opportunity	to	work	on	various	projects.	In	addition
to	other	duties,	he	was	responsible	for	the	timeliness	of	the	projects	he	worked	on.	His	supervisor	is	pleased	with	the	timely	attention	and	elimination	of	any	delays	that	may	have	affected	the	completion	of	the	project.	He	learns	quickly,	quickly	gets	to	know	our	operating	system	and	organizational	culture.	Thanks	to	his	willingness	to	learn,	he	has
developed	various	skills	while	working	with	us.	His	teamwork	and	friendly	nature	made	him	a	part	of	our	organization	within	the	first	week.	He	exceeded	all	expectations	and	we	are	thrilled	to	train	such	a	passionate	candidate.	We	look	forward	to	hiring	him	after	graduation	so	that	we	can	use	his	full	potential	for	our	organization.	We	wish	him	all	the
best	in	the	future.Sincerely,	Sarah	Wilson.	Wilson.




