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WR227 Homework Assignment 
Cover Letter for Résumé (draft) 

 
Objective: Using your completed [and graded] Cover Letter Worksheet, write a compelling 

cover letter that connects the job posting to the résumé that you will write later.  
For this assignment, it is acceptable to fabricate qualifications that make you fit 
the chosen job (but don’t go too wild).  You also may date this letter up to five 
years in the future, at a time when you think you’ll have those qualifications. 

 
Content  This is a persuasive document used to sell yourself to a potential employer.   
and Style   Write it in a formal, professional style to a specific person at a higher power level 

than you.  In this letter, you map your education and experience directly to the 
requirements stated in the job posting, and fill in any other details that you think 
will appeal to the hiring manager.  Do not describe all that experience and 
education in detail – that’s the job of the résumé.  Instead, get the hiring 
manager’s attention, give her/him strong reasons to hire you, and ask them to do 
something specific after reading the letter.  It is essential that you phrase 
everything in terms important to the reader.  

 
  The addressee’s address should zero in on a specific person, by name (or second 

choice: job title) if possible.  The salutation must use that name; if the name is not 
available, use “Dear Sir or Madam:”.  The complimentary close must be followed 
by a “simulated signature” (your name in a different font), and that must be 
followed by your typed name in the font used for the rest of the letter. 

 
Format: This assignment must be written in a word processor and saved in one of the 

approved file formats (MS Word’s .doc/.docx or OpenOffice Writer’s .odt).  
Note: if you compose the letter in Google Docs, you must save/download the file 
to your computer in one of those two file formats. 

 
 Use the business letter format of your choice, provided that you can reference the 

source if asked (i.e., don’t just fake it).  The return address must include your real 
name.  This should look exactly like a real letter ready to mail.  Protect your 
privacy: use fake but realistic contact information. 

  
 The total letter must fit on a single page; do not use page numbering.  The letter’s 

top margin can be between 0.5” and 1”; left, right, and bottom margins must be 
1”.  The letter must be single-spaced, but you should use blank lines where 
appropriate to the format.  All text must be in a pleasing 12pt typeface, “printed” 
only in black on white “paper”.  Do not include your name or course number 
anywhere that is not a normal part of a real letter.   

 
 Containing Email: Attach the file (not a link to a Google Doc) to a complete 

email message sent to WR227@ClarityCorvallis.com.  This should be a standard 
“turning in your assignment” email with a subject line and message body telling 
your instructor what’s inside. It must obey all of the Email Rules you should have 
memorized by now. 
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Due dates:  The first draft of your cover letter must be emailed by 11:59 p.m. on Monday, 
Monday, February 3. 

 
Weighting: The first draft of this assignment is worth 20 points.  The final version is worth 40 

points, for a total of 60 points, 10% of your final grade. 
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WR227 Cover Letter Checklist   
 
Note: The points below are not equally weighted, but all are important. The overall 

effectiveness of the letter will determine its “holistic” grade. 
 
Format:   

o Letter is a single page. 
o Left/right/bottom margins are all 1”; top margin may be narrowed to 0.5” 
o Letter is 12pt type, black on white, single-spaced 
o Return address appears first, and includes sender’s full name and contact details 
o Date appears next 
o “Inner address” (addressee’s honorary title, name, job title, company name, and 

company address, in that order) appears next 
o Salutation appears next  
o Blank lines separate return address, address, date, salutation, body, and comp. close 
o Complementary close is followed by simulated signature (font!) and printed name 
o Letter is sent as a file (.doc/.docx or .odt) attached to an email message  
o Email is sent to WR227@ClarityCorvallis.com 
o Email content is aimed at your instructor, not the prospective employer 

General Writing Style:  
o Grammar, spelling, punctuation, and sentence structure are correct  
o Paragraphs are constructed well, sequence flows in body  
o Writing is clear, unambiguous, and concise (no extraneous words or topics) 
o Overall formality is appropriate to purpose and power difference 
o Salutation has appropriate form, formality, title, and punctuation 
o Complimentary close has appropriate formality 

Technical Writing:  
o Letter starts with an effective attention-getting opener (A-G O) 
o Reader immediately knows purpose of letter  
o Body is informative, compelling, and specific to this job  
o Body maps directly to employer’s stated requirements 
o Call-to-action close (C-T-A C) is effective, includes summaries and action 
o Letter is written to reader’s needs (4SQ), not author’s 
o A-G O and C-T-A C are in paragraphs separate from body/detail paragraphs 
o Letter fulfills its purpose 
o Email has content besides the attachment, is written about the assignment rather than 

the employment aspiration, and obeys all “Email Rules” 
o Letter and email have been proofread and peer-reviewed by several people 
o Type the word “Bonus” after your simulated signature in the cover letter to have your 

grade on this draft go up one increment (e.g., B+ → A-) 


