
SAMPLE LETTER OF INQUIRY FOR PRACTICAL TRAINING FOR INTERNATIONAL 
STUDENT -BUSINESS ADMINISTRATION  
 
 
 
2319 Madison Street  
La Crosse, WI 54601  
 
 
March 22, 20XX 
   
 
Mr. Ronald K. Belnar  
Regional Planning Director  
Department of Community Planning  
908 State Office Building  
Philadelphia, PA  28765 
 
Dear Mr. Belnar,  
 
I feel that many of the programs that your organization is involved with will compliment my 
skills and I am seeking a full time practical training experience on my F-1 student visa beginning 
September 7, 20XX for one year. In my home country, Germany, we place much emphasis on 
the importance of planning. Since I am financing my education, some compensation is desirable 
and I am authorized to work in the United States.  
 
The proposed program of mutual cooperation between Pennsylvania and Germany is an area 
where I would like to assist your organization during my internship. My ideal internship would 
include:  
 
• The opportunity to see both public and private partnerships in community planning.  
• Emphasis may be placed on transportation planning for urban growth in the greater 

Philadelphia region.  
• How local regional and state governments cooperate, solve problems and avoid duplication 

of services and programs.  
• To assist with projects on urban and rural development.  

 
Mr. Belnar, it is difficult for me to say specifically the areas I could contribute to because they 
are all of keen interest. I would welcome your management of my schedule based on my input 
above. I am still at your disposal concerning the further information required.  
 
With best regards,  
   
   
 
Willard P. Kramer  


