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Guidelines  
 

There are some standard accepted guidelines for cover letter format, layout, and text.  Key basic guidelines and suggestions are 
provided below.   
 
We do not recommend using a cover letter template.  Create your cover letter in WORD and choose the No Spacing option or   
choose another software program.   You want to have full editing privileges.  
 
If printing a cover letter, use paper labeled “resume” or “exceptional resume” paper.  It is available from office supply stores and some 
other stores that carry limited office supplies.  It is highly recommended that you review some sample cover letters before getting 
started.   

  
Some Resources for Resume and Cover Letter Samples:   

 
Search the internet for resume samples.  (Examples, search for:  Marketing Intern resume samples or Sales Associate resume samples).  
Try locating some samples on non-commercial websites, such as .edu, .net, or .org websites.  The career services section of the 
websites of many four-year colleges and universities often have helpful resume and cover letter writing HOW TOs and samples, , 
sometimes located within a career guide booklet.   For example, for MSU’s career guide:  (1) go to www.msu.edu, (2) enter career 
guides into the search box, (3) click on the career guides link, and (4) open the link for the most current guide.    

 
Top Section of Letter 
 

 First, choose which type of business letter format you are going to use.  Follow a standard type of business letter format. (Look 
up business letter formats on the internet).   You may want to copy and paste your resume header or some of it onto your 
cover letter.  If you do not place it at the left, you will need to choose a format other than the left block format.     

 The left block format is simple and clean and will be the one described now in this handout.  Start at the left margin and type 
your name (optional here, but common on today’s cover letters).  Hit the Enter key on your keyboard once.  

 Type your full mailing address the way you would list it on a business envelope, with the street/apartment text or PO Box text 
on one line and the city, state, and zip code on the next line, for a U.S. address.  Hit the Enter key twice.   

 Type the date you will be sending the letter to the employer.   

 Hit the Enter key twice.   

 Type the name of the person to whom you are sending the letter, followed on the next line by that individual’s job title, or else 
simply type, typically, the two words:  Hiring Manager on the name line.  Hit the Enter key. 

 Type the company name.  Hit the Enter key. 
 Type the company mailing address, the same way it would be listed on a business envelope, which requires at least two lines of 

text. 
 The body of the letter should usually have three to four paragraphs and a signature block, as described in greater detail below. 

               
1st Paragraph:  Introductory Paragraph-----Items to typically include, usually in this order:   

 
1. If you have been referred by someone the employer knows or encouraged to apply by an employee at the company (e.g., a  

recruiter), start with an opening sentence about that; otherwise start with stating why you are writing (e.g., “I learned about 
the opening for” …, or  “I am submitting my application for” …, or “I wish to be considered for”… ).  Indicate for which specific 
job you wish to be considered.  State the job title and include the Job ID or Posting Number if one is listed in the job 
description.   Regarding government jobs, your application will likely not be considered if you do not provide the Job ID or 
Posting Number!  

 
2. Optional:  Indicate where or how you learned about the position opening.  You may wish to incorporate this into your first or 

second sentence. 
(OVER) 

 

http://www.msu.edu/


3. Then provide a key marketing statement that summarizes your key match(es) to this position.  Keep it brief and focused.  
 

Some Options: 
 “I would bring … education [or training], X years of Y experience in Z settings to this position.”  
 “I believe that my …. and … would be strong assets in this position.” 
 “My … and …, combined, seem like an ideal match for this position.” 

 
Example:  My Accounting education, bookkeeping internship experience, strong attention to detail and    

        accuracy, and excellent communication and human relations skills seem to match the needs of this  
        position very well.  

 

2nd Paragraph: Marketing Yourself Paragraph  
 

Here is where you want to focus on some key matches between you and the job, providing some detail and often highlighting one or 
two specific achievements.  Review the job listing.  What are the key qualifications and work traits the employer is seeking in the ideal 
candidate?  What are the job duties and which ones seem the most important?  Choose from one to a few things you want to write 
about and present them in order of relevance and importance to the job as much as possible.  “Paint a picture” of the value you could 
bring to the job and to this company. 

 You might, for example, mention your top relevant strengths (skills, abilities, characteristics, work traits) and support one or 
more of them by providing a specific relevant achievement or two.  In stating an achievement, include statistics if you can. 
Example:  “Increased sales by 25% by” …; otherwise, consider including qualifiers (i.e., adjectives or adverbs) to strengthen the 
descriptions.  Examples: “Achieved a large attendance”; “Significantly expanded the membership base.”  Factual achievement 
statements lend support and credibility to and enhance positive statements you make about yourself.   

 In some cases, you may wish to add a second marketing yourself paragraph, with each of the two marketing paragraphs having 
a slightly different focus.  For example, the first one might be about education, experience, and achievements of yours in your 
career field.   The second one might present relevant transferable skills of yours drawn from other kinds of experience. 

 At the end of your last marketing yourself paragraph or beginning of your final paragraph:  Let the employer know that you are 
providing him with a copy of your resume.   

 
3rd Paragraph:  Concluding Paragraph   
 
In this paragraph, usually in this order, you want to: 

 Thank the employer for his/her consideration of your resume. 

 Optional:  Indicate that you are looking forward to interviewing for this position. 

 Optional, but often expected for more aggressive positions, such as sales, marketing, or advertising positions:  Indicate that you 
will follow up with the employer and state how and when.   Example:  “I will call you the week of X” [give the date of the 
Monday of the week you will call; choose within 1 or 2 weeks from the date you send the letter, typically] “to see if there is any 
additional information you desire” [or:  “to schedule a meeting with you”].   

 Optional, but it provides a positive statement near the end of your letter:  Add a brief marketing/interest statement here.  
Examples:  “This position is an ideal match with my … and… ,” or “I am enthusiastic about this position because” …  

 State that you look forward to talking with or hearing from him, but do not say “soon.” (Employers do not like to be pressured 
by candidates.) 

 Hit the Enter key twice. 
 
Signature block: 
 

1. Type your closure.   “Sincerely,” is the most common acceptable choice, with few exceptions. 
a. If you are going to send your resume and cover letter electronically, it is usually acceptable to then:  

Hit the Enter key twice and type your name.  No manual signature is needed.  You have the option of hitting Enter 
twice again, typing your name again, and changing the font used for your first printed name to a script font.  You 
might want to increase the font size by one size if the script type looks too small.   

b. If you are going to send your resume and cover letter via postal mail or hand deliver them, then: 
Hit the Enter key four times and type your name. Hand-write your signature in the white space between   
your closure (e.g., “Sincerely,”) and your typed name.  Some employers prefer that you use a blue pen for your 
signature if you typed your letter in black print, which more clearly suggests this is the original copy of the letter and 
not a photocopy.  Hit the Enter key twice. 
 

2. Type:  Attachment, Attachments [indicate the number], Enclosure, or Enclosures [indicate the number]), if appropriate.  


