
COVID-19: Sample Employer Outreach Emails 
 
Inquiring about the status of your summer internship: 

Dear [____]: 

Given the current situation with COVID-19, I am writing to inquire on the status of my position with 
[name of organization].  I understand that [name of organization] is likely addressing several challenges 
at this time and that the situation continues to evolve.  I appreciate any updates you can provide as to 
whether you have made any changes to your normal operating schedule, and if this will affect my status, 
start date, or the length of my internship.  I am excited to intern with [name of organization] this 
summer and want to follow any guidelines put in place. 

Thank you for any information you can provide.  I look forward to hearing from you. 

Sincerely, 

[Your name] 

------------------------------------------------------------------------------------------------------------------------------------------ 

Inquiring about the status of your post-graduate employment: 

Dear [____]: 

Given the current situation with COVID-19, I am writing to inquire on the status of my position with 
[name of organization].  I understand that [name of organization] is likely addressing several challenges 
at this time and that the situation continues to evolve.  I appreciate any updates you can provide as to 
whether you have made any changes to your normal operating schedule, and if this will affect my status 
or start date.  I am excited to join [name of organization] this fall and want to follow any guidelines put 
in place. 

Thank you for any information you can provide.  I look forward to hearing from you. 

Sincerely, 

[Your name] 

------------------------------------------------------------------------------------------------------------------------------------------ 

Inquiring about the status of your job or internship interview: 

Dear [___]: 

Given the current situation with COVID-19, I am writing to inquire on the status of my interview with 
[name of organization].  Will this interview take place as scheduled in-person, or is there an option for a 
virtual interview?  I am excited for the opportunity to speak with you and want to follow any 
organizational guidelines put in place. 

Thank you for any information you can provide.  I look forward to hearing from you. 

Sincerely, 

[Your Name] 


