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Cover Letter Envelope

It may seem like a minor detail, but the envelope containing your cover letter and resume is a critical piece of the job search process.  Remember that the envelope is the first thing that a potential employer will see, so it is essential that the envelope look just as professional as the cover letter and resume.

· You may want to consider using a 10 x 12 mailing envelope if your packet includes an employment application or writing samples.  Folding over many documents in a regular business envelope can result in a bulky, overloaded envelope that does not look professional.

· Make sure your documents are placed in the envelope in the correct order:

Cover Letter

Resume

Application (if applicable)

Writing Samples or other materials

· Remember that you may need extra postage depending on the size and weight of the envelope.  To avoid mailing problems, take the envelope to the post office and have it weighed rather than just putting a few stamps on the envelope.  Another option is hand delivering the envelope to the front desk of the organization.  The envelope should still follow the correct address listed below (obviously won’t need a stamp if hand delivered).
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