Questions for Cover Letter Peer Review

Name of person whose letter you’re reviewing: ___________________________
Directions: Evaluate the cover letter using the questions below as a guide. Type your comments here. Once you’ve finished and save the peer review, attach it to an e-mail to me. Be sure to put your names in the e-mail, but not on this sheet. Also, print out a hard copy to physically attach to the cover letter itself.
Note: Save the peer review with the last name of the person reviewed first in the filename... for instance, if you were reviewing Glenn Frey’s paper, you would save this as FreyCLPeerReview.doc. 
What are the key credentials it highlights, if any?

What specific needs of the company does it address, if any?

How does it provide a sense of professionalism (if it does)? 
Is it in the proper format?  If not, what’s the problem?

Does it include all the necessary information (address, name, etc)? If not, what is missing?
Does it address the person by name?

Is the sentence structure or information repetitive?  If so, where?

Does it look too short or too long?  How so?
Does the organization/paragraphing make sense?  Why or why not?

Does it have any typos? If so, mark them on the page.
Did you find other problems, or do you have any more advice for the person? (This can be really helpful).
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