
Rachael Gonzalez	Comment by Jessica Matthiesen: Your top and bottom margins should be .7 to 1.0 depending on the format of your contact info and amount of content.
123 North McKenzie	Comment by Jessica Matthiesen: Listing mailing address is still considered best practice, but it’s okay to list only email and phone if you have privacy concerns. Only list address if you know where your resume is going. Remove address if you are posting on a job board or other less private location.
Eugene, Oregon 97403
541.555.5555
xxxxxx@uoregon.edu	Comment by Jessica Matthiesen: The format and content of your contact info should EXACTLY match the format and content on your resume. Copy and paste it.


September 28, 2021	Comment by Jessica Matthiesen: Cover letter font should be the same as your resume font. Choose a common and easy to read font such as Arial (10 or 11 pt) or Times New Roman (11 or 12 pt).



Jessica Matthiesen	Comment by Jessica Matthiesen: The inside address is the contact/mailing information of the person who will receive your cover letter. Use the name stated on the job/internship announcement and begin on the fourth line following the date.
Undergraduate Program Director
School of Planning, Public Policy and Management
1209 University of Oregon
Eugene, OR 97403

Dear Ms. Matthiesen:	Comment by Jessica Matthiesen: Salutation. Use the correct honorific and a colon after the person’s last name. Honorific examples include Mr./Ms./Dr./Professor. If you are uncertain of the appropriate honorific, don’t guess or assume. Instead use “Dear FirstName LastName:” as the salutation.

Your opening paragraph should clearly state what position you’re applying for and introduce why you are applying. You need to understand the position and the mission of the organization.  Do not develop a cover letter template and just change position titles. Cover letters must be tailored to specific positions. The opening paragraph is shorter than the next one or two paragraphs.	Comment by Jessica Matthiesen: Single space your letter with double-space between paragraphs. Flush left all text, do not indent paragraphs.

The second (and possibly third) paragraphs highlight your education and experience as it relates to the position. The information should be concisely stated and relevant to the position. It’s important to do some research on the organization and make a connection between your experience and the position. Remember: For a job application, it’s not what the position will do for your career, but what you will do for the organization. For an internship application, it is relevant to discuss how you want to learn and develop, and how the internship fits into your broader goals and plans.

If you have substantial experience that is relevant to the position, use a third paragraph to describe how it supports your qualifications for the position. Bullets are not for everyone, but if you have several examples of lengthy relevant experience, consider a bulleted series in your third paragraph:	Comment by Jessica Matthiesen: Bullets in a cover letter are less common and not always effective, for most students it’s best to avoid them. If you do use this technique, do NOT copy bullets from your resume. 
· This will draw attention to your specific experience. 
· Each statement should be no longer than two lines.
· Limit the series to three bullets.

Your closing paragraph should be short and summarize your interest and qualifications. Express your appreciation and that you look forward to an opportunity to explore/discuss how your experience and training would be a good match for the position. If your email and phone number are stated above, don’t repeat in the closing.

Sincerely,	Comment by Jessica Matthiesen: Use the formal closing “Sincerely,” and type your name on the fourth line below.

e-signature or hand-written signature	Comment by Jessica Matthiesen: Best practice is to sign your letter or add an e-signature in this space. If you do not do this, delete this extra space so your typed name is two lines below “Sincerely,”

Rachael Gonzalez



