English 420
Little reminders for Employment Project

Have you made sure that all of the margins on your deliverables are uniform (usually one inch all around)?

Have you made sure that your fonts and sizes are uniform or that you use them consistently throughout your documents?

Have you checked to make sure that your resume information is parallel (your action verbs are all in the same tense and you use the same format for each listing under a heading)?

Have you aligned all of your information consistently on the resume? Have you employed tables to correctly align this information?

Does the application letter correspond to the proper letter format (block or modified block, double-space between paragraphs, etc.)?
Does the application letter include the enclosure: resume notation?

Have you signed the application letter?

Have you included an introductory paragraph on the memo explaining the purpose of the correspondence?
Have you been specific as to the nature of the memo in the subject line?

Have you separated the sections of your memo using headings or some other means?

Are all of the documents typed single-spaced?

