
Chicago Summer Business Institute 
Preparing Today’s Students to Become Tomorrow’s Professionals 

 

 

P.O. Box 64445 | Chicago, Illinois 60664  

Phone: 312-545-7855 | Fax: 312-252-3099 | Email: csbi1999@comcast.net 

 

January 29, 2010 

 

Dear School Administrator, 

 

It’s that time of the year again!  This year represents the 20
th

 Anniversary of the Chicago 

Summer Business Institute (“CSBI”).  The CSBI program is sponsored by businesses throughout 

Chicago and is designed to introduce Chicago high school students to the business industry 

through a meaningful work experience, as well as seminars.  Since its inception, the CSBI 

program has helped numerous Chicago high school students expand their horizons and 

experience the excitement and boundless opportunities available to them through a paid summer 

internship in the city’s business and legal communities.  

 

We need your help in making this program available to students who are currently Sophomores 

and Juniors of your high school.  Enclosed are brochures, applications and Certificate of Income 

Verification forms to be photocopied and distributed to your Sophomore and Junior students 

who qualify to participate in this program.  APPLICATIONS CANNOT BE COMPLETED 

ONLINE.  All completed material must be received or postmarked on or before March 31, 

2010 at the following address: 

 

Chicago Summer Business Institute 

P.O. Box 64445 

Chicago, Illinois 60664 
 

Additionally, Munity | Chicago, an affiliate of CSBI, will host a free Job Readiness Workshop 

for CSBI applicants on March 20, 2010.  Workshop highlights include creating effective 

resumes, conducting successful interviews, making positive first impressions and following 

office etiquette.  Please see the attached flyer or visit our website at 

www.cityofchicago.org/CSBI for more information regarding workshop registration and/or to 

download the above-mentioned documents. 

 

Your support of this valuable civic program is greatly appreciated.  It is not simply a matter of 

giving a student a job; it’s an opportunity to positively influence a young life.  Please do not 

hesitate to contact me via email at csbi1999@comcast.net. 

 

Sincerely, 

 

 

Debra Carson 

Program Director 

http://www.cityofchicago.org/CSBI
mailto:csbi1999@comcast.net


Chicago Summer Business Institute 
Preparing Today’s Students to Become Tomorrow’s Professionals 

 

Application for Employment – For more info visit www.cityofchicago.org/CSBI 
 

All application material must be received or postmarked on or before March 31, 2010. 
LATE APPLICATIONS AND/OR FAXED COPIES WILL NOT BE ACCEPTED. 

Last Name First Name MI 
 
 

  

Address City Zip code 
 
 Chicago 

 

Date of Birth Age Sex Social Security No. 
 
 

   

Home Phone Cell or Alternate Phone 
 
 

 

Email Address* 
 
 
*If you do not currently have an email address, we recommend that you visit www.yahoo.com or www.gmail.com to sign up for a free email 
account for convenient receipt of notifications from the Chicago Summer Business Institute. 
High School Current Grade (please circle one) 

 
 10     or   11 

Current GPA                        on a scale of  Current Class Ranking  out of 

I am interested in participating in the Job Readiness Workshop on March 20th (please circle one)         Yes       or   No 

 

Eligibility Requirements: 

 Student must currently be a Sophomore or Junior; 

 Student must have a GPA of 3.0 or higher; 

 Student must attend either a public, parochial or 

private high school; 

 Student must be a resident of the City of Chicago; and 

 Student must have an annual family income of 

$60,000 a year or less and a parent/guardian        

must sign Certificate of Income Verification Form 
 

INTERVIEWS WILL BE HELD ON 

SATURDAY, APRIL 17TH
 AND SATURDAY, APRIL 24TH

 

STUDENTS WILL BE NOTIFIED VIA EMAIL* REGARDING 

HIS/HER SCHEDULED INTERVIEW DATE AND TIME. 

Application Requirements (ALL DOCUMENTS MUST BE SUBMITTED AT 

THE SAME TIME AND STAPLED IN THE ORDER LISTED BELOW): 

 Complete Application for Employment 

 Complete Income Verification Form 

 Provide Updated Resume 

 Provide Two (2) Letters of Recommendation 

 Provide Official High School Transcript 

 (sealed envelope with school stamp) 

 Provide Essay (2 pages, typewritten double-

spaced on topic below): 

New Applicants: 

“How the CSBI Can Help Me in My Career Goal” 

2009 CSBI Interns: 

“What I Learned Last Year from the CSBI and How I 

Can Use Those Skills to be a Better Worker in 2010” 

 
 
 
 
Student 

 
 
 
 
Date 

 
Parent 

 
Date 

 
School Official 

 
Date 

Mail completed application, along with required documents to the: 
 

Chicago Summer Business Institute 
P.O. Box 64445 

Chicago, Illinois 60664 

JOB READINESS WORKSHOP  

Saturday, March 20TH from 10am to 12pm | more info @ www.cityofchicago.org/CSBI 

http://www.yahoo.com/
http://www.gmail.com/



