
Hi NAME, 
  

This is the introduction that we are issuing to Intern Name, the new summer intern.  

He starts Onboarding next Monday, Date. (so the department presenter understands 

the expectations that were communicated to the intern). 
  

The Summer Internship at the Company Name Flight Department will provide 

an exciting and rewarding work and learning experience in corporate aviation 

operations. The Intern will gain unique insight into the demands and tasks of 

each job description, as well as important internal and external departmental 

interactions that make up the team.   
  

The Intern will have the opportunity to connect classroom theory with current 

industry challenges, and have exposure to the latest aviation technology and 

trends as applied to the daily work environment.   Opportunities to converse 

and interact with a large pool of talented experienced department members 

will give a deeper insight to the overall operation, as well as provide a 

valuable pool of resources to assist in completion of assigned projects, and to 

use as future references.   
  

Self-motivation and a desire to learn outside of the supervisor assigned tasks 

will add additional value to the Summer Intern experience.   The Summer 

Intern program will provide an excellent opportunity to observe and become a 

part of a dynamic, efficient corporate flight operation.  Access to some of the 

most advanced aviation technology, equipment, and operating experience will 

enhance the foundation of knowledge that will serve well as the Intern’s 

aviation career progresses.  We look forward to your success, and sharing this 

opportunity with you. 
  
Department member name, 

Thank you in advance for your assistance in making this process successful.  

As you present and describe your job descriptions, please try to be objective 

but positive, to give Intern Name a good introduction to the positive aspects of 

corporate aviation, and a great start in understanding our overall operation. 
 

You are scheduled for Tuesday, Date and Time to present: 
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