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Cover Letter to Internship Supervisor about Intern Evaluation 

[Date] 

Dear [insert name of internship supervisor]: 

Attached please find a copy of the Intern Evaluation. This form is provided at the outset of 
the internship so that supervisors can anticipate what information and feedback they will be 
asked to provide at the end of the internship. The form will be provided to you again towards 
the end of the semester. You will receive one copy for each intern you are supervising from 
our program. 

The evaluation from the intern’s supervisor is an important part of the intern’s experience and of our 
internship program. The evaluation provides detailed feedback to interns about their growth and 
performance. This helps them to be aware of their areas of strength as well as the areas in which they 
need improvement. This type of feedback is critical in preparing the students for their future careers. 
We encourage you to set aside time to discuss the evaluation with the intern at the end of the internship. 

Because we value the supervisor’s perspective, the intern evaluation is worth    percent of 
the student’s final grade in the course. Please be as detailed as possible in your feedback. The most 
helpful evaluations include comments on the intern’s specific strengths and areas for improvement, 
supported when appropriate by detailed examples and suggestions for continued development. For 
each area, the ratings are exceptional, superior, satisfactory, conditional, and unsatisfactory. These 
categories are roughly equivalent to the letter grades of A, B, C, D, and F. 

The evaluations also help our department improve the internship program. Taken together, the 
evaluations enable us to detect areas of strengths and weaknesses that our larger curriculum 
can work to address. Towards this end, we encourage feedback on the internship program apart 
from specific interns. Please reach out at any time with comments, questions, or suggestions 
about the program. Also, please email or call the program immediately if there are concerns or 
problems related to the intern during the internship. Our contact information is included below. 

Thank you for your willingness to supervise interns from our program. We sincerely 
appreciate your participation, and we look forward to working together. 

 

Best regards, 

[Name] [Title] 

[Phone] [Email] 

 
 

1 
 





Accessibility Report





		Filename: 

		4.1a Cover Letter to Internship Supervisor.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 0



		Passed: 30



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

