[Insert Header from Resume]

Month Day, Year (all four digits)

Recipient’s Full Name (double check spelling)
Organization
Street Address (include, even if submitted electronically)
City, State Zip

Dear Ms./Mr./Mx./Judge/Justice/Other Professional Title [Insert last name, check spelling]: 

First paragraph example language (do not copy verbatim): I am a first-year student at the University of Detroit Mercy School of Law and I am applying for the summer intern position at the Oakland County Prosecutor’s Office. I am eager to utilize the legal research and writing skills I developed in my legal writing course and to pursue a career in prosecution.

Second paragraph example language (do not copy verbatim): My interest in criminal law dates back to a shadowing opportunity I had in high school where I observed the proceedings of the Wayne County Circuit Court. This interest carried into college where I pursued a degree in criminal justice at Wayne State University. There I wrote a thesis on the interplay between legislative reform and the justice system which was distributed to legislators throughout southeast Michigan. 

Third paragraph example language (do not copy verbatim): My interest in this topic carried into law school. During my first year at Detroit Mercy, I joined the Criminal Law Society where I served as the 1L Representative and coordinated a networking event with Detroit-area judges. I also received the highest grade in my criminal law course and the second-highest grade on our capstone legal writing assignment. 

Last paragraph example language (do not copy verbatim): I would like to build on these experiences by interning with the Oakland County Prosecutor’s office. The assignment in the Conviction Integrity Unit is particularly appealing to me due to my undergraduate focus, but I would be happy to work on any projects within the office. 

Thank you for your time and consideration. I look forward to hearing from you.

Sincerely, (or Respectfully, if addressed to a judge/justice)

Your Name 
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