Date 
Ms. Donna Sue Özcan

Secretary General

International Office

Erciyes University

Faculty of Economics and Administrative Sciences/ T Block

38039 Kayseri/ TURKEY
Tel:  +90 352 437 5820

Fax: +90 352 437 3874
Dear Ms. Özcan:

This letter is to inform you that our organization, (name of your organization), would like to accept (name of student) from Erciyes University, (Faculty/ Department) for a period of (number of months) starting in (month/ year).  During this period the student will be preforming the following duties:  (Duties)  
If there are any questions, please do not hesitate to contact me at the address and phone number listed below.   

Thank you for your time and consideration.

Sincerely,

Your Name
