
Cover Letter Checklist

Layout & Format
Does your cover letter header match your r®sum® header?

Is your cover letter appropriate in length, (i.e. no more than one page)?

Did you





Closing Paragraph

Did you specifically ask them for an interview opportunity?

Did you include your phone number, email address, or ways in which they can contact you if

they have any questions?

Did you thank them for taking the time to read your letter?

Did you sign the document at the end of the letter, with a typed version of your name to follow?

Final Review
Make sure you didnôt just restate your resume in your cover letter, provide examples of how you

demonstrated your marketable skills in your work.

Add some numbers to add value to your work ñI trained eight people,ò or ñI crafted

communication for a company with over 200 individualsò?

Make sure to proofread for any grammatical and punctuation errors.

Make sure to have someone look over your cover letter for a second opinion.

(Writing Center, Career Services)

Tips & Tricks
● Focus less on what you expect from the company, and more on

what benefits you will provide that company

● Know someone at the company? Mention them!

● Be genuine; be yourself!

● Show excitement and enthusiasm in your cover letter to show

them you are passionate and thrilled for this opportunity

● Your cover letter is a way companies evaluate your written

communication skills

● This is your opportunity to humanize your application and

stand out; tell your story!
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