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ACTIVITY 4

Writing Effective Cover Letters

1.  What information is important to place in your closing paragraph?

2. How many line spaces should be between each body paragraph?

3. Provide an example of an appropriate salutation with punctuation if the person is not known to you.

4. Which three options to you have for your closing?

5. How many line spaces go after the closing before you type your name?

6. Name two important reasons you need a cover letter with your application.

7. The cover letter should begin with what piece of information?

8. Should you put your email in your address at the top or state it in the closing paragraph?

9. What is the “hook”?

10. What is the final step after proofing and printing your cover letter?
