
 

 

 

 

DO  
 Do address your letter to a named individual 

when possible.  
 Do include your current contact information 

(i.e., address, phone number, e-mail). 
 Do send an original letter to each employer, 

tailored to each specific position and 
company.  

 Do indicate in the first paragraph (when 
applicable) that you were referred by another 
person and by whom. 

 Do indicate clearly your purpose for writing 
(i.e., informational meeting, interview, etc). 

 Do research the job requirements and the 
culture of the company. Use what you find to 
guide you in highlighting 2-3 specific ways in 
which you could meet their needs.  

 Do distinguish your cover letter from those of 
other job-seekers by quantifying and giving 
examples that amplify and prove the claims 
you make in your letter. 

 Do use simple language and uncomplicated 
sentence structure. Ruthlessly eliminate all 
unnecessary words.  

 Do use action verbs.  
 Do include the word ‘Enclosure,’ two returns 

below your signed and typed name, to 
indicate an attached résumé. 

 Do use e-mailed cover 
letters, when 
appropriate, but keep 
them shorter and more 
concise. 

 Do thank the reader for 
taking the time to review your materials.  

 Do indicate the next action step you will take 
and follow-through. However, always keep 
the culture of the company in mind. Some 
may feel pestered by frequent contacts from 
potential employees. When in doubt, ask HR 
how they prefer for you to proceed. Always 
be “gently persistent” and respectful of the 
person’s time, in all your correspondence 
with contacts and potential employers. 
 

 

 
DON’TS 
 Don’t use a sexist salutation, such as “Gentlemen” 

when answering a blind ad. 
 Don’t exceed one page in length. In fact, it’s best 

to keep it well under a full page. Each paragraph 
should have no more than one to three 
sentences.  

 Don’t use a font that is hard to read. 
 Don’t include irrelevant information. 
 Don’t focus on what’s in it for you when 

explaining why you are interested in this position. 
Focus on what you want to contribute to the 
company. 

 Don’t use pleonasms (wordy phrases), which also 
waste space.  

 Don’t be negative. Negativity never has a place on 
a cover letter.  

 Don’t depend on the employer to take action. In 
many cases, you will greatly increase your 
chances of getting interviews if you request action 
(i.e., an interview) and then follow-up to arrange 
it. 

 Don’t send a cover letter that contains any typos, 
misspellings, incorrect grammar or punctuation, 
smudges, or grease from yesterday’s lunch. 

 Don’t rehash your résumé. Use your cover letter 
to introduce yourself and highlight the aspects of 
your résumé that are relevant to the position.  

 Don’t forget to personally sign the letter, 
preferably in blue ink. (Black ink is also 
acceptable). When submitting via e-mail a 
signature is not required. 

 Don’t include gender, religious affiliation, etc. 
 Don’t ever be pushy or arrogant when making 

contacts. Be “humbly confident.” 
 Don’t allow your margins to be less than .75 to 1 

inch. 
 Don’t use words that create sentimental sounding 

closing phrases (i.e., Yours, Truly, Very). 
 Don’t overuse the same words or phrases. 
 Don’t address salary requirements unless 

requested. 
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