Writing Résumés and Cover Letters
Edit with a Checklist
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Use the following checklist to edit your cover letter and résumé. When you can answer a question with a yes, check it off. Continue editing until each line is checked.
	
	Sentences
Do sentences in the cover letter read smoothly?

	
	Are sentences correct, without run-ons, comma splices, or fragments?

	
	Do all sentences in the résumé use consistent telegraphic style, with no period at the end?

	
	Punctuation
Does correct end punctuation follow each full sentence?

	
	Are all parallel elements accompanied with parallel punctuation?

	
	[bookmark: _GoBack]Do commas follow introductory clauses and longer introductory phrases (four words or more)?

	
	Mechanics
Are proper nouns and the first words in sentences capitalized?

	
	Are specific names of people, titles, businesses, departments, and other proper nouns capitalized?

	
	Have I carefully checked all facts in both documents?

	
	Have I checked spellings of the names of all people, businesses, and so on?

	
	Have I checked for spelling using a dictionary or spell checker?

	
	Grammar
Do subjects and verbs agree in number?

	
	Do pronouns and antecedents agree in number, person, and gender?

	
	Usage
Have I checked the usage of job-specific terms?

	
	Have I carefully checked the connotations of all of my words?

	
	Are commonly confused words used correctly (your/you’re, their/they’re, its/it’s)?
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