
Internship Completion Letter Format for MBA 
 

[Your Company Letterhead, if applicable] 

[Your Company Name]​
[Company Address]​
[City, State, ZIP Code]​
[Date] 

[MBA Intern's Full Name]​
[MBA Intern's Address]​
[City, State, ZIP Code] 

Dear [MBA Intern's Full Name], 

Subject: Internship Completion Letter 

We are delighted to extend our warmest congratulations to you on the successful completion of 
your internship with [Your Company Name] in the [Department/Division]. Your dedicated efforts 
and exemplary performance during your internship from [Start Date] to [End Date] have truly 
impressed us. 

Throughout the internship period, you demonstrated a deep understanding of business 
concepts and consistently applied your MBA knowledge to real-world scenarios. Your strategic 
thinking and analytical skills were evident in the quality of work you delivered, particularly in 
[mention specific projects or tasks]. 

Your engagement with cross-functional teams and your ability to navigate complex business 
challenges showcased your strong leadership and interpersonal skills. We appreciate your 
commitment to learning and adapting to our dynamic work environment. 

Enclosed with this letter is a certificate of completion, recognizing your valuable contributions to 
[Your Company Name]. We are confident that the experiences gained during this internship 
have added significant value to your MBA education and will serve as a solid foundation for your 
future career. 

We express our sincere appreciation for your hard work and dedication throughout your 
internship. We wish you continued success in your MBA studies and look forward to witnessing 
your accomplishments in the future. 

Should you require any further assistance or wish to explore potential opportunities with [Your 
Company Name], please feel free to contact us. 



Thank you once again, and we wish you all the best in your future endeavors. 

Best regards, 

[Your Full Name]​
[Your Title/Position]​
[Your Contact Information] 

[Company Seal, if applicable] 
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