Checklist for a Cover Letter 
Checklist and Rubric for a Thank You Letter
Cover Letter Checklist:
__
Your name, address, telephone number and e-mail address are at the top of the letter?  
__
The letter is addressed to a specific person with the full job location address.
__
Use a colon in the salutation line.  A cover letter is a business letter, and thus you should not use a comma in the salutation line.
__
The letter is one page in length. Three full paragraphs.
Paragraph 1:
__
Introduce yourself
__
State the specific job for which you are applying.
Paragraph 2:
__
State your qualities and skills that would be helpful in that job.
__
Completely answer the question “why should we hire you?”
Paragraph 3:  
__
Wrap up the letter with a few conclusive statements
__
State that you would like an interview to discuss the position
__
Do you describe the materials you have enclosed (i.e. resume, thank you letter)
__
Thank the reader for his or her consideration
__
Closing
__
Signature
Thank You Letter:
Score: 2 points each
__
Must be dated – “Month, Date, Year
__
Complete 5-line letter address (Job Address)
- 








Name





Title







Company Name







Address







City, State, Zip
__
Complete return address (Your Address)
__
Salutation
__
Does not exceed three paragraphs
__
All text is left justified with no indentations
__
Closing
__
Signature
__
Overall Look and Organization (9 Points)

Your Score:  _______ (out of 25)
