CHICAGO MANUAL OF STYLE GUIDE FOR COVER LETTERS

THe CHICAGO MANUAL OF STYLE GUIDE FOR CoVER LETTERS: PRECISION AND PROFESSIONALISM

CHICAGO MANUAL OF STYLE GUIDE FOR COVER LETTERS ADHERENCE IS PARAMOUNT FOR CANDIDATES SEEKING TO PRESENT A
POLISHED AND PROFESSIONAL APPLICATION. W/HILE NO SPECIFIC CHAPTER WITHIN THE MONUMENTAL CHICAGO MANUAL OF
STYLE (CMOS) IS EXCLUSIVELY DEDICATED TO COVER LETTERS, ITS COMPREHENSIVE GUIDELINES ON GRAMMAR, PUNCTUATION,
CAPITALIZATION, AND FORMATTING PROVIDE AN INDISPENSABLE FRAMEW ORK FOR CRAFTING AN IMPECCABLE DOCUMENT.
(UNDERSTANDING AND APPLYING THESE PRINCIPLES ENSURES YOUR COVER LETTER CONVEYS SERIOUSNESS, ATTENTION TO DETAIL,
AND A STRONG COMMAND OF WRITTEN COMMUNICATION, ALL CRITICAL ELEMENTS EMPLOYERS SEEK. THIS ARTICLE WILL DELVE
INTO HOW THE CMOS INFORMS BEST PRACTICES FOR COVER LETTER STRUCTURE, CONTENT PRESENTATION, AND STYLISTIC
CHOICES, EQUIPPING YOU WITH THE KNOWLEDGE TO CREATE A COMPELLING INTRODUCTION TO YOUR CANDIDACY. WE wiLL
EXPLORE ESSENTIAL FORMATTING ELEMENTS, THE ART OF CLEAR AND CONCISE LANGUAGE, APPROPRIATE TONE, AND HOW TO
NAVIGATE COMMON STYLISTIC DECISIONS, ALL THROUGH THE LENS OF CMOS PRINCIPLES.
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UNDERSTANDING THE CHICAGO MANUAL OF STYLE'S RELEVANCE TO COVER
LETTERS

THE CHICAGO MANUAL OF STYLE IS A COMPREHENSIVE GUIDE FOR AMERICAN ENGLISH, COVERING EVERYTHING FROM MANUSCRIPT
PREPARATION TO EDITORIAL STYLE. WHILE ITS PRIMARY AUDIENCE MIGHT BE ACADEMICS, PUBLISHERS, AND EDITORS, ITS
FOUNDATIONAL PRINCIPLES OF CLARITY, CONSISTENCY, AND CORRECTNESS ARE UNIVERSALLY APPLICABLE TO PROFESSIONAL
WRITING, INCLUDING COVER LETTERS. APPLYING CMOS TO YOUR COVER LETTER DEMONSTRATES A COMMITMENT TO
METICULOUSNESS AND A RESPECT FOR ESTABLISHED WRITING STANDARDS. THIS ATTENTION TO DETAIL CAN BE A SIGNIFICANT
DIFFERENTIATOR IN A COMPETITIVE JOB MARKET.

\W/HEN DISCUSSING THE RELEVANCE OF THE CMOS To COVER LETTERS, IT'S IMPORTANT TO RECOGNIZE THAT THE MANUAL
DOESN'T DICTATE SPECIFIC COVER LETTER TEMPLATES. |NSTEAD, IT OFFERS OVERARCHING PRINCIPLES THAT ENHANCE THE
QUALITY AND PROFESSIONALISM OF ANY WRITTEN DOCUMENT. BY FOCUSING ON CLEAR PROSE, CORRECT GRAMMAR, PRECISE
PUNCTUATION, AND CONSISTENT FORMATTING, YOU ALIGN YOUR COVER LETTER WITH THE HIGHEST STANDARDS OF WRITTEN
COMMUNICATION, PROJECTING AN IMAGE OF COMPETENCE AND DILIGENCE TO POTENTIAL EMPLOYERS.

FORMATTING YOUR CoVER LETTER WITH CMOS PRINCIPLES

WHILE THE CMOS DOES NOT OFFER A PRESCRIPTIVE FORMAT FOR COVER LETTERS, ITS GENERAL GUIDELINES FOR MANUSCRIPT
PREPARATION AND BUSINESS CORRESPONDENCE PROVIDE A SOLID FOUNDATION. THE GOAL IS TO CREATE A CLEAN, READABLE,
AND PROFESSIONAL LAYOUT THAT DRAWS THE READER’S ATTENTION TO YOUR CONTENT RATHER THAN DISTRACTING THEM WITH
STYLISTIC ECCENTRICITIES. CONSISTENT FORMATTING SIGNALS ORGANIZATION AND ATTENTION TO DETAIL, QUALITIES HIGHLY
VALUED IN ANY PROFESSIONAL ROLE.

CONTACT INFORMATION PLACEMENT

FOLLOWING A STANDARD BUSINESS LETTER FORMAT, YOUR CONTACT INFORMATION SHOULD APPEAR AT THE TOP OF THE
LETTER. THIS INCLUDES YOUR FULL NAME, ADDRESS, PHONE NUMBER, AND PROFESSIONAL EMAIL ADDRESS. THE EMPLOYER'S
CONTACT INFORMATION, INCLUDING THE HIRING MANAGER'S NAME AND TITLE (IF KNO\X/N)/ THEIR TITLE, COMPANY NAME, AND



ADDRESS, SHOULD FOLLOW, TYPICALLY ALIGNED TO THE LEFT MARGIN. CONSISTENCY IN SPACING AND ALIGNMENT IS KEY,
REFLECTING THE CMOS EMPHASIS ON ORDER AND PRECISION.

DATE AND SALUTATION

THE DATE SHOULD BE CLEARLY STATED, TYPICALLY BELOW YOUR CONTACT INFORMATION AND ABOVE THE RECIPIENT'S
ADDRESS. THE CMOS PREFERS A FULL DATE FORMAT (E.G., OCTOBER 26, 2023). THE SALUTATION SHOULD BE FORMAL AND
ADDRESSED TO A SPECIFIC INDIVIDUAL WHENEVER POSSIBLE. USE “DEAR MR./Ms./DR. [LAST NAME]:” AS THE STANDARD,
ENSURING CORRECT PUNCTUATION WITH A COLON. |F A SPECIFIC NAME IS UNKNOWN, A TITLE LIKE “DEAR HIRING MANAGER:" IS

ACCEPTABLE, THOUGH LESS PERSONAL.

Boby PARAGRAPHS AND SPACING

THE BODY OF YOUR COVER LETTER SHOULD BE DIVIDED INTO DISTINCT PARAGRAPHS, EACH ADDRESSING A SPECIFIC POINT. THE
CMOS ADVOCATES FOR SINGLE-SPACING WITHIN PARAGRAPHS AND DOUBLE-SPACING BETWEEN THEM TO ENHANCE READABILITY.
INDENTING THE FIRST LINE OF EACH PARAGRAPH IS AN OLDER CONVENTION SOMETIMES SEEN, BUT ALIGNING PARAGRAPHS TO THE
LEFT MARGIN WITH A SPACE BETWEEN THEM IS NOW THE MORE COMMON AND GENERALLY PREFERRED PROFESSIONAL STANDARD.
THIS VISUAL SEPARATION HELPS THE READER DIGEST INFORMATION MORE EASILY.

CLOSING AND SIGNATURE

m"on

A PROFESSIONAL CLOSING, SUCH AS “SINCERELY,” “RESPECTFULLY,” OR “BEST REGARDS,” SHOULD PRECEDE YOUR TYPED
NAME. LEAVE SUFFICIENT SPACE FOR A HANDWRITTEN SIGNATURE IF SENDING A PHYSICAL COPY. BELOW YOUR SIGNATURE SPACE,
TYPE YOUR FULL NAME. THE CMOS PRIORITIZES CLARITY AND CONCISENESS, AND THIS APPLIES TO THE CLOSING AS WELL;
AVOID OVERLY CASUAL OR FLOWERY SIGN-OFFS.

CoNTEeNT AND LANGUAGE: APPLYING CMOS To Your NARRATIVE

THE CORE OF YOUR COVER LETTER LIES IN ITS CONTENT, AND THE CMOS PROVIDES INVALUABLE GUIDANCE ON CRAFTING CLEAR,
CONCISE, AND GRAMMATICALLY SOUND PROSE. THE OBJECTIVE IS TO ARTICULATE YOUR QUALIFICATIONS AND ENTHUSIASM
PERSUASIVELY, ADHERING TO THE PRINCIPLES OF PRECISE LANGUAGE AND LOGICAL FLOW THAT THE CMOS cHAMPIONS.

CLARITY AND CONCISENESS

THe CMOS STRONGLY EMPHASIZES CLARITY AND CONCISENESS IN WRITING. IN A COVER LETTER, THIS MEANS AVOIDING JARGON,
CLICH S, AND OVERLY COMPLEX SENTENCE STRUCTURES. EACH SENTENCE SHOULD SERVE A PURPOSE, CONTRIBUTING DIRECTLY
TO THE OVERALL MESSAGE OF YOUR APPLICATION. BE DIRECT AND TO THE POINT, ENSURING THAT YOUR QUALIFICATIONS AND
ENTHUSIASM ARE COMMUNICATED EFFECTIVELY WITHOUT UNNECESSARY EMBELLISHMENT.

KEY\WORD INTEGRATION

W/HILE NOT A DIRECT CMOS DIRECTIVE, MODERN SEO BEST PRACTICES DICTATE STRATEGIC KEYWORD INTEGRATION. W/ITHIN
THE FRAMEWORK OF CLEAR AND PROFESSIONAL LANGUAGE, NATURALLY INCORPORATE KEYWORDS FROM THE JOB DESCRIPTION.
THIS HELPS APPLICANT TRACKING SYSTEMS (ATS) IDENTIFY YOUR SUITABILITY AND SIGNALS TO THE HUMAN READER THAT
YOU HAVE CAREFULLY REVIEWED THE REQUIREMENTS. THE CMOS PRINCIPLES OF PRECISION ENSURE THAT THESE KEYWORDS ARE
USED ACCURATELY AND CONTEXTUALLY, ENHANCING RATHER THAN DETRACTING FROM YOUR MESSAGE.



DEMONSTRATING V ALUE

THE CMOS IMPLICITLY SUPPORTS THE IDEA OF PRESENTING INFORMATION LOGICALLY AND EFFECTIVELY. IN YOUR COVER
LETTER, THIS TRANSLATES TO DEMONSTRATING THE VALUE YOU CAN BRING TO THE ORGANIZATION. INSTEAD OF MERELY LISTING
SKILLS, EXPLAIN HOW YOU HAVE SUCCESSFULLY APPLIED THEM IN PAST ROLES AND HOW THOSE EXPERIENCES ALIGN WITH THE
NEEDS OF THE PROSPECTIVE EMPLOYER. QUANTIFY ACHIEVEMENTS WHENEVER POSSIBLE TO PROVIDE CONCRETE EVIDENCE OF
YOUR CAPABILITIES.

PUNCTUATION AND GRAMMAR: THE CORNERSTONE OF CLARITY

MASTERY OF PUNCTUATION AND GRAMMAR IS FUNDAMENTAL TO PROFESSIONAL COMMUNICATION, AND THE CMOS Is THE
DEFINITIVE AUTHORITY ON THESE MATTERS IN AMERICAN ENGLISH. CORRECT USAGE NOT ONLY ENSURES CLARITY BUT ALSO
PROJECTS AN IMAGE OF CAREFULNESS AND ATTENTION TO DETAIL, QUALITIES THAT ARE HIGHLY VALUED BY EMPLOYERS.

CoMMA UsAGE

THE CMOS OFFERS DETAILED GUIDANCE ON COMMA USAGE, PARTICULARLY CONCERNING INTRODUCTORY CLAUSES, COMPOUND
SENTENCES, AND LISTS. For INSTANCE, A COMMA IS TYPICALLY USED AFTER AN INTRODUCTORY PHRASE OR CLAUSE (E.G.,

“ AFTER REVIEWING THE JOB DESCRIPTION, | WAS EXCITED BY THE OPPORTUNITY.”). \W/HEN JOINING TWO INDEPENDENT CLAUSES
WITH A COORDINATING CONJUNCTION (FOR/ AND, NOR, BUT, OR, YET, SO)/ A COMMA USUALLY PRECEDES THE CONJUNCTION.
UNDERSTANDING THESE NUANCES PREVENTS MISINTERPRETATIONS AND ENHANCES THE FLOW OF YOUR WRITING.

APOSTROPHES AND POSSESSIVES

CORRECT USE OF APOSTROPHES FOR POSSESSIVES AND CONTRACTIONS 1S CRUCIAL. THE CMOS PROVIDES CLEAR RULES FOR
FORMING POSSESSIVES OF SINGULAR AND PLURAL NOUNS. FOR EXAMPLE, “THE COMPANY'S SUCCESS” AND “THE EMPLOYEES'
BENEFITS.” CONTRACTIONS ARE GENERALLY AVOIDED IN FORMAL BUSINESS CORRESPONDENCE, SO OPT FOR “IT IS” INSTEAD OF
“IT's” AND “You ARe” INSTEAD oF “YouU're.”

CAPITALIZATION RULES

THE CMOS HAS EXTENSIVE RULES FOR CAPITALIZATION, INCLUDING PROPER NOUNS, TITLES, AND THE FIRST WORD OF
SENTENCES. W/HEN REFERRING TO SPECIFIC JOB TITLES WITHIN THE COMPANY YOU ARE APPLYING TO, CAPITALIZE THEM IF THEY
ARE PART OF THE OFFICIAL TITLE. HO\X/EVER, GENERIC JOB TITLES ARE TYPICALLY LOWERCASE. CONSISTENT APPLICATION OF
THESE RULES PREVENTS AN UNPROFESSIONAL APPEARANCE.

VERB TENSE AND AGREEMENT

MAINTAINING CONSISTENT VERB TENSE AND ENSURING SUBJECT-VERB AGREEMENT ARE CRITICAL FOR CLEAR AND GRAMMATICALLY
SOUND WRITING. THE CMOS ADVOCATES FOR USING THE PRESENT TENSE WHEN DISCUSSING CURRENT RESPONSIBILITIES OR
GENERAL TRUTHS, AND THE PAST TENSE FOR DETAILING PAST EXPERIENCES AND ACHIEVEMENTS. ERRORS IN THESE AREAS CAN
CONFUSE THE READER AND UNDERMINE YOUR CREDIBILITY.

ToONE AND PROFESSIONALISM: ALIGNING WITH CMOS STANDARDS

WHILE THE CMOS IS PRIMARILY A STYLE GUIDE, ITS EMPHASIS ON PRECISION, CLARITY, AND LOGICAL PRESENTATION
INHERENTLY SUPPORTS A PROFESSIONAL AND AUTHORITATIVE TONE. A COVER LETTER, AS A FORMAL DOCUMENT, REQUIRES A
TONE THAT IS RESPECTFUL, CONFIDENT, AND ENTHUSIASTIC, WITHOUT BEING OVERLY FAMILIAR OR CASUAL.



FORMAL YET APPROACHABLE

THe CMOS DOES NOT DICTATE PERSONALITY, BUT ITS PRINCIPLES ENCOURAGE WRITING THAT IS DIRECT AND UNAMBIGUOUS.
THIS TRANSLATES TO A TONE THAT IS FORMAL ENOUGH FOR BUSINESS COMMUNICATION BUT ALSO APPROACHABLE. AVOID
SLANG, COLLOQUIALISMS, AND OVERLY TECHNICAL LANGUAGE UNLESS IT IS DIRECTLY RELEVANT TO THE INDUSTRY AND YOUR
SPECIFIC ROLE. THE GOAL IS TO SOUND COMPETENT AND SERIOUS ABOUT THE OPPORTUNITY.

CoNFIDENCE WITHOUT ARROGANCE

THE BEST COVER LETTERS CONVEY CONFIDENCE IN ONE'S ABILITIES. THIS CAN BE ACHIEVED THROUGH STRONG ACTION VERBS
AND SPECIFIC EXAMPLES OF ACCOMPLISHMENTS. THE CMOS-INFORMED APPROACH TO WRITING EMPHASIZES PRESENTING FACTS
AND EVIDENCE CLEARLY, WHICH NATURALLY LEADS TO A CONFIDENT TONE. HO\X/EVER, IT’S IMPORTANT TO STRIKE A BALANCE,
AVOIDING LANGUAGE THAT MIGHT COME ACROSS AS BOASTFUL OR ARROGANT. FOCUS ON WHAT YOU CAN DO FOR THE
EMPLOYER, NOT JUST WHAT YOU HAVE DONE.

ENTHUSIASM AND ENGAGEMENT

A COVER LETTER IS ALSO AN OPPORTUNITY TO CONVEY GENUINE INTEREST IN THE POSITION AND THE COMPANY. WHILE
MAINTAINING A PROFESSIONAL TONE, INJECT APPROPRIATE ENTHUSIASM. THIS CAN BE DONE BY SPECIFICALLY MENTIONING WHAT
ATTRACTS YOU TO THE ROLE OR THE ORGANIZATION'S MISSION. THE CMOS PRINCIPLES OF CLEAR COMMUNICATION ENSURE
THAT YOUR EXPRESSIONS OF INTEREST ARE GENUINE AND WELL-ARTICULATED, RATHER THAN GENERIC OR PERFUNCTORY.

CoMMoN STyLisTIC Decisions IN CoVER LETTERS

BEYOND THE FUNDAMENTAL RULES OF GRAMMAR AND PUNCTUATION, SEVERAL STYLISTIC CHOICES IN COVER LETTERS CAN BE
INFORMED BY THE PRINCIPLES ESPOUSED IN THE CHICAGO MANUAL OF STYLE. THESE DECISIONS, WHILE SOMETIMES NUANCED,
CONTRIBUTE TO THE OVERALL POLISH AND EFFECTIVENESS OF YOUR DOCUMENT.

SeriAL CoMMA (Oxrorp CoMMA)

THe CMOS STRONGLY RECOMMENDS THE USE OF THE SERIAL COMMA (ALSO KNOWN AS THE OXFORD COMMA) IN LISTS OF
THREE OR MORE ITEMS. FOR EXAMPLE, “MY SKILLS INCLUDE PROJECT MANAGEMENT, DATA ANALYSIS, AND CLIENT RELATIONS.
THIS PRACTICE ENHANCES CLARITY AND PREVENTS POTENTIAL AMBIGUITY. ADHERING TO THIS CONVENTION ALIGNS YOUR
WRITING WITH A WIDELY ACCEPTED STANDARD OF PRECISION.

!

ABBREVIATIONS AND ACRONYMS

\W/HEN USING ABBREVIATIONS AND ACRONYMS, THE CMOS ADVISES SPELLING THEM OUT ON THEIR FIRST USE, FOLLOWED BY THE
ABBREVIATION IN PARENTHESES, IF THERE IS A POSSIBILITY OF CONFUSION. For EXAMPLE, “THE APPLICANT POSSESSES A
STRONG UNDERSTANDING OF SEARCH ENGINE OPTIMIZATION (SEO)” SUBSEQUENT USES CAN THEN EMPLOY THE ABBREVIATION.
THIS ENSURES THAT ALL READERS, INCLUDING THOSE UNFAMILIAR WITH THE ACRONYM, CAN UNDERSTAND YOUR CONTENT.

NUMBERS

THE CMOS PROVIDES DETAILED GUIDELINES ON WHEN TO SPELL OUT NUMBERS AND WHEN TO USE NUMERALS. GENERALLY,
NUMBERS ONE THROUGH TEN ARE SPELLED OUT, WHILE NUMERALS ARE USED FOR 11 AND ABOVE. HO\X/EVER/ THERE ARE
EXCEPTIONS FOR PERCENTAGES, MEASUREMENTS, AND SPECIFIC CONTEXTS. APPLYING THESE RULES CONSISTENTLY CONTRIBUTES
TO A POLISHED AND PROFESSIONAL PRESENTATION OF DATA AND FIGURES.



EMPHASIS

WHILE THE CMOS DOES NOT EXPLICITLY DISCUSS USING BOLD OR ITALICS FOR EMPHASIS WITHIN A COVER LETTER, IT
GENERALLY FAVORS CLARITY AND READABILITY. OVERUSE OF BOLD OR ITALICS CAN BE DISTRACTING. |F EMPHASIS IS TRULY
NECESSARY FOR A PARTICULAR WORD OR PHRASE, CONSIDER IF IT CAN BE ACHIEVED THROUGH SENTENCE STRUCTURE OR
STRONGER VOCABULARY. IF ITALICS ARE USED, ENSURE CONSISTENCY WITH CMOS GUIDELINES FOR THEIR APPLICATION.

FINAL PoLISH AND ReVIEW

THE FINAL STAGE OF CRAFTING YOUR COVER LETTER, GUIDED BY THE SPIRIT OF THE CHICAGO MANUAL OF STYLE, INVOLVES
METICULOUS REVIEW AND PROOFREADING. THIS IS WHERE ALL THE ATTENTION TO DETAIL CULMINATES, ENSURING THAT YOUR
DOCUMENT IS AS ERROR-FREE AND IMPACTFUL AS POSSIBLE. A THOROUGH REVIEW IS NOT MERELY ABOUT CATCHING TYPOS, IT's
ABOUT ENSURING LOGICAL FLOW , CONSISTENT TONE, AND ADHERENCE TO ALL STYLISTIC CONVENTIONS.

BerFoRE SUBMITTING, READ YOUR COVER LETTER ALOUD. THIS EXERCISE OFTEN HELPS IDENTIFY AWKW ARD PHRASING,
GRAMMATICAL ERRORS, AND INCONSISTENCIES THAT MIGHT BE MISSED DURING SILENT READING. COMPARE YOUR LETTER AGAINST
THE JOB DESCRIPTION ONE LAST TIME TO CONFIRM THAT ALL KEY REQUIREMENTS HAVE BEEN ADDRESSED. BY APPLYING THE
RIGOROUS STANDARDS OF THE CMOS, YOUR COVER LETTER WILL STAND AS A TESTAMENT TO YOUR PROFESSIONALISM AND
DEDICATION.

FAQ

Q: Does THE CHICAGO MANUAL OF STYLE HAVE SPECIFIC RULES FOR COVER LETTER
FORMATTING?

A: THe CHIcAGo MANUAL of STYLE (CMOS) DOES NOT PROVIDE A DEDICATED CHAPTER OR SECTION EXCLUSIVELY FOR
COVER LETTER FORMATTING. HOWEVER, ITS EXTENSIVE GUIDELINES ON BUSINESS CORRESPONDENCE, GRAMMAR, PUNCTUATION,
CAPITALIZATION, AND GENERAL MANUSCRIPT PREPARATION OFFER A ROBUST FRAMEWORK FOR CREATING A PROFESSIONALLY
FORMATTED COVER LETTER. FOLLOWING CMOS PRINCIPLES ENSURES A CLEAN, CONSISTENT, AND READABLE LAYOUT, ALIGNING
WITH GENERAL PROFESSIONAL STANDARDS.

Q: How SHOULD | HANDLE THE DATE AND ADDRESSES IN MY COVER LETTER ACCORDING
To CMOS GUIDELINES?

A: FoLLowING CMOS PRINCIPLES FOR BUSINESS CORRESPONDENCE, YOUR CONTACT INFORMATION (NAME, ADDRESS, PHONE,
EMAIL) SHOULD APPEAR AT THE TOP. THE DATE SHOULD BE CLEARLY STATED BELOW YOUR INFORMATION, PREFERABLY IN A
FULL FORMAT (£.G., OcToBER 26, 2023 ). THE EMPLOYER'S CONTACT INFORMATION SHOULD THEN FOLLOW, TYPICALLY
ALIGNED TO THE LEFT MARGIN. CONSISTENT SPACING AND ALIGNMENT ARE KEY.

Q: WHAT I1s THE CMOS STANCE ON THE SERIAL COMMA (OXFORD COMMA) IN COVER
LETTERS?

A: THE CHICAGO MANUAL OF STYLE STRONGLY ADVOCATES FOR THE USE OF THE SERIAL COMMA (OR OXFORD COMMA) IN
LISTS OF THREE OR MORE ITEMS. FOR INSTANCE, A SENTENCE LIKE “My SKILLS INCLUDE PROJECT MANAGEMENT, DATA ANALYSIS,
AND CLIENT RELATIONS” WOULD BE PREFERRED OVER “MY SKILLS INCLUDE PROJECT MANAGEMENT, DATA ANALYSIS AND CLIENT
RELATIONS.” THIS PRACTICE ENHANCES CLARITY AND PREVENTS AMBIGUITY.

QZ How CAN | ENSURE MY LANGUAGE IS CLEAR AND CONCISE , AS RECOMMENDED BY



CMOS, IN A COVER LETTER?

A: To ENSURE CLARITY AND CONCISENESS, AS EMPHASIZED BY THE CMOS, AVOID JARGON, CLICHP|] S, AND OVERLY COMPLEX
SENTENCE STRUCTURES IN YOUR COVER LETTER. EACH SENTENCE SHOULD SERVE A DIRECT PURPOSE IN CONVEYING YOUR
QUALIFICATIONS AND ENTHUSIASM. BE DIRECT, USE STRONG VERBS, AND FOCUS ON DEMONSTRATING YOUR VALUE WITH SPECIFIC
EXAMPLES RATHER THAN VAGUE STATEMENTS.

Q: ARE THERE SPECIFIC RULES IN CMOS ABOUT CAPITALIZATION OF JOB TITLES IN
COVER LETTERS?

A: CMOS PROVIDES DETAILED CAPITALIZATION RULES. GENERALLY, WHEN REFERRING TO SPECIFIC JOB TITLES WITHIN THE
COMPANY YOU ARE APPLYING TO, YOU SHOULD CAPITALIZE THEM IF THEY ARE PART OF THE OFFICIAL TITLE. HO\X/EVER, GENERIC
JOB TITLES USED IN A GENERAL SENSE ARE TYPICALLY LOWERCASE. IT'S BEST TO RESEARCH THE SPECIFIC COMPANY'S USAGE OR
ERR ON THE SIDE OF CAPITALIZING OFFICIAL TITLES.

Q: How poes THE CMOS APPROACH TO PUNCTUATION APPLY TO COVER LETTERS?

A: THE CMOS APPROACH TO PUNCTUATION IS CRITICAL FOR CLARITY. THIS INCLUDES PRECISE USE OF COMMAS FOR
INTRODUCTORY PHRASES AND CLAUSES, COMPOUND SENTENCES, AND LISTS (ESPECIALLY THE SERIAL COMMA). CORRECT USE OF
APOSTROPHES FOR POSSESSIVES AND AVOIDING CONTRACTIONS IN FORMAL WRITING ARE ALSO KEY. ADHERING TO THESE RULES
DEMONSTRATES ATTENTION TO DETAIL AND PROFESSIONALISM.

Q: SHouLD | use THE CMOS STYLE FOR ABBREVIATIONS AND ACRONYMS IN MY COVER
LETTER?

A: YESs, FOLLOWING CMOS GUIDELINES FOR ABBREVIATIONS AND ACRONYMS IS RECOMMENDED. THE CMOS ADVISES SPELLING
OUT AN ABBREVIATION OR ACRONYM ON ITS FIRST MENTION, FOLLOWED BY THE ABBREVIATION IN PARENTHESES IF THERE'S A
CHANCE OF CONFUSION. SUBSEQUENT USES CAN THEN EMPLOY THE ABBREVIATED FORM. THIS ENSURES ALL READERS CAN
UNDERSTAND YOUR CONTENT.
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