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Project e(X)ternship Selection Committee

Seaver College Career Center

Pepperdine University
24255 Pacific Coast Highway 

Malibu, CA 90263-4184
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Dear Selection Committee Member:

Space
OPENING PARAGRAPH: Introduction
· Introduce yourself, including your academic focus.

· Explain why you are contacting the reader and how you heard about this opportunity.

· Consider introducing something interesting about yourself or a connection to the role or organization for which you are applying.
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MIDDLE PARAGRAPH: Why?
· Answer specifically the question of why you are interested in this particular opportunity.

· Explain why you are curious about this field as a possible career and why your participation in this particular e(X)ternship would benefit your career exploration process.
· You may also briefly introduce some realistic questions you hope to answer by shadowing this alumnus/alumna in his/her professional environment.
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LAST PARAGRAPH: Conclusion
· State that you have attached your resume and would be interested in an interview to discuss this opportunity further.

· Briefly restate your interest in being considered for this externship.

· You may want to confirm your ability to arrange housing and transportation, especially for those opportunities outside of the Los Angeles area.
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Sincerely,
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Your typed name here (should be the same name as in your heading)
Sign your name here  (Since this document will be submitted electronically, you may use a script font or a scanned version of your signature)








