School logo/letterhead
Date: 


[Name of school]
[Address of school]


To Whom It May Concern:


RE: Request for Internship


On behalf of [school name], I am writing in to request iTrust’s support towards our students’ (details appended below in Annex A) internship at iTrust, Centre for Research in Cyber Security at the Singapore University of Technology from [period to period].


During this internship period, our school understands that each student will be assigned a supervisor to guide him and are agreeable that the working hours and stipends for our students will be determined by iTrust and in accordance with SUTD’s policy.


[School name] sincerely wishes to thank iTrust for giving our students the unique opportunity to intern at its facility. Please feel free to contact me directly either via email  [teacher’s email address] or [contact number] in case you have any queries. Yours Sincerely,



---------------------------- [Teacher’s name]
[Teacher’s designation]
[School name]





Annex A: Details of students for internship


	S/N
	Full name of student
	Student ID
	Student email address

	
	
	
	

	
	
	
	

	
	
	
	



