	Cover Letter
	Directions
See Your EFE Manual pgs. 27-32 for examples
	Points

	Parts of the Letter & Formatting guidelines
	· Start letter at the 2” margin
	/1

	
	· Set side margins at 1”
	/1

	
	· Start with return address (your address)
	/1

	
	· Include date (formal- January 10, 2011) under return address
	/1

	
	· Quadruple space (3 blank lines)
	/1

	
	· Delivery address

· including: 

1. contact person’s name

2. Contact person’s title

3. Company name

4. Complete address 
	/2

	
	· Double Space
	/1

	
	· Salutation (Dear Mr. Smith :) include colon
	/1

	
	· Double Space
	/1

	Paragraph One
	· State exact position you are applying for

· Identify how you became aware of the opening

· Briefly state why you are a good candidate for the position
	/3

	Paragraph Two


Paragraph Three
	· Sell yourself personally (Refer to your past work experience, course work you have completed/projects, technical skills you possess, etc.) that will be significant for the position you are applying for.

· Indicate why you are interested in working for the organization

· Ask the employer to refer to your resume for additional skills & qualifications
	/3

	
	· Ask for an interview at the employer’s convenience

· Tell how and where you can be reached (include your area code and appropriate email address)

· Thank the employer for his/her time

· Tell the employer you are anxious to hear from him/her


	/4

	
	· Double space
	/1

	
	· Complimentary closing (Sincerely,)
	/1

	
	· Quadruple space
	/1

	
	· Sign with blue/black ink
	/1

	
	· Type your name
	/1

	 
	· Double space
	/1

	
	· Enclosure(s) This means your resume is enclosed with your cover letter
	/1

	Letter mechanics
	· Times new roman font, 12 pt.

· No spelling errors
	/8

	
	
	


‘Total Points                   /35

