Letter Writing Checklist: 

· Always include a cover letter or email when sending your resume to an employer.

· Always send a follow-up letter after any interview or informational meeting.

· Limit your letters to one page and no more than 4 paragraphs. 

· Address your letter to a specific person after verifying the spelling of the name and correct title. If you do not know a person’s name, such as when responding to a confidential classified ad, direct the letter to “Director of Personnel” or “Human Resources Manager.” 

· Use the same stationery as you use for your resume. 

· Use the same header on your cover letter as you did on your resume (centered name, address, telephone, email address). 

· Be brief, specific, and to-the-point. 

· Use standard business format. 

· Do not exceed one page. 

· Type the letter unless you handwrite a short thank-you note; however, make sure your handwriting is very nice and readable. 

· Include in your first paragraph an idea that captures the attention of the prospective employer or network contact so that the letter and resume are considered worth reading.

· Do not restate or summarize your resume. 

· Close your letter with a request for action, i.e. an interview, a date and time for a telephone conversation, or a written confirmation of an offer. 

· Do not copy sample letters word-for-word. 

· Maintain a positive attitude. 

· Proofread! Proofread! Proofread! It may be beneficial to have a Career Services staff person to review your letter prior to sending it to an employer.

