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Purpose  

An effective cover letter has two main goals: to demonstrate your understanding of the company (or organization) and 

address how you can meet their needs. The cover letter should not be a simple reiteration of what has already been 

stated in your resume and each letter needs to be customized for a particular company and/or position. 

Length 

Cover letters should be no more than one page.  

 

Style 

 Sentences should be succinct and clear. Be direct, and stay away from clichés.  

 Keep paragraphs short; ideally only 5 or 6 sentences. Break up longer paragraphs into smaller sections. 

 Choose words that are professional and formal, and refrain from using slang or informal phrases. 

 

Layout & Content 

Cover letters generally follow a basic formula that includes an opening, two/three paragraphs of description, and a 

closing. The following table outlines the sections of a cover letter and what information should be include in each.  


