Tips for Writing a Cover Letter
Earth Structure -- Prof. Laura Wetzel

Here are a few tips for writing a letter to describe your earthquake choice to the SEE:

1.  Keep it accurate and concise.  Write a two-page business letter to inform the SEE of your earthquake choice.  Include your name and address AND the name and address of your client at the top of the page.  End with an appropriate closing and your signature in ink.

2.  Introduce your project.  In the first paragraph, briefly describe the task that you have been asked to do.  

3.  Summarize your results.  In the next paragraphs, describe your earthquake.  Briefly describe the earthquake date, location, magnitude, damage, and why this earthquake is of particular interest to you.

4.  Draw the letter to a close.  In the last paragraph, thank the SEE for asking your opinion and indicate that you have attached a bibliography with six potential references.  Provide a phone number (fake is fine) and an email address for future contact; specify that you would be happy to talk to or meet with them personally if they have further questions.

5.  Finish with an appropriate salutation.  Leave three blank lines for your signature between the salutation and your typed name.   

6.  Proofread carefully.  Ask more than one person to read it; do not rely solely on your computer to catch mistakes.  The SEE will have a poor first impression if your letter contains grammatical or typographical errors.

7.  Use the traditional format for a cover letter.  Your name and address as well as the closing salutation may be left justified, if you prefer.  Be sure to sign the letter.  The traditional format for a business letter is as follows:







Your Name Here







Eckerd College







4200  54th Avenue South







St. Petersburg, FL  33711







Submission Month and Day Here, 200_

Society for Earthquake Enthusiasts

1906 Fault Lane

Quake City, FL 33321

Dear Fellow Earthquake Enthusiasts:

Paragraph 1...The paragraphs should be single-spaced with a blank line between paragraphs.  Indent the first line of each paragraph if you like.

Paragraph 2...

Paragraph 3...







Sincerely,







Your Signature Here






Your Name Typed Here
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