<REPLACE HERE WITH YOUR INSTITUTION LETTER HEAD>
To

The Director,


Kerala Institute of Local Administration (KILA)
Mulamkunnathukavu Post,

Thrissur.

Sir,

Sub:- Internship in KILA, request reg.
As part of the curriculum of …………………….course, the students are expected to complete internship programme in various Institutions.  The following students of ……………………Course (name of the course) are interested to carry out their internship at KILA from ……………….. to …………….. (Period of internship).  
Name and Address


Course of Study


of the Students 


& Year /Semester
1. ………………………..

…………………….
2. ………………………..

……………………..

3. ………………………..

……………………..
(If there are more number of students please add line)
The specific objectives of this internship programme are
1. ………………………………………………………………………………………

2. ………………………………………………………………………………………

3. ………………………………………………………………………………………

4. ……………………………………………………………………………………..

Apart from this, KILA can utilize the service of the students in all its programmes. The students shall be instructed to adhere to the rules and regulations of KILA and to complete any assignment /task entrusted to them by the Faculty from KILA.  

I request to consider the application for the internship programme and to permit the above mentioned students to complete the internship at KILA. 
Thanking you,

With regards 
Institution Seal                                                                 Name and signature of HOD/HOI
      Seal of HOD/HOI
