[ COMPANY / ORGANISATION LETTERHEAD ]
[Address · Phone · Email · Website]
Date: ____________________

To Whom It May Concern,
Subject: Internship Completion Letter
This is to confirm that [Intern Name], a student of [University / Institute Name] pursuing [Program Name], completed an internship with [Company Name] in the [Department Name] department from [Start Date] to [End Date].

During this period, [he/she/they] was assigned to work on [brief description of projects / tasks] and reported to [Reporting Manager Name, Designation]. [He/She/They] completed all assigned responsibilities satisfactorily and in a professional manner.

This letter is issued at the request of the intern for academic and professional record-keeping purposes.
We wish [him/her/them] all the best for future endeavours.

Sincerely,
	Reporting Manager
	HR Department
	Company Seal


