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How to Make a Cover Page

Many professional and academic documents will require a cover page, but the information required for a cover
page varies depending on the nature of the document. Some cover pages, like those you would send with a
resume, are actualy...

Method 1 of 6:

Formatting a Cover Page For Your Resume
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Keep theletter to one page. A cover page for aresume should be formatted as a professional letter, with
the cover only one page in length. The document should be aligned to the left and single-spaced, with a
blank line separating each paragraph.[1]
1. You should usually use standard 1-inch (2.5-cm) margins, but you can use margins as small as 0.7
inch (1.8 cm) aslong asthey are the same on all sides.
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Include your contact information in the upper left corner. Each of these components should be placed
on aseparate line. Be sure to include your full name, address, phone number, and e-mail address. This will
make it easy for potential employersto contact you.[2]

1. If you have afax number, you should include it below your phone number and above your e-mail
address.
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Writethefull date below your contact information. Write the date in Month, Day, Year format if you
are in the United States. Most other Western countries use a Day, Month, Year format, while Chinaand
Japan use Year, Month, Day.[3l
1. Write out the full name of the month, rather than abbreviating by using a number. For example,
rather than write 1/1/2001, you should write January 1, 2001.
2. Leave ablank line above and below the date.
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State the name and addr ess of the receiver. Name the specific contact you are sending your resume to,
along with his or her title and the address of the company. The receiver's name and title should be listed on
the same line and separated by a comma. The name of the company should be written below the name of
your contact, and the address of the company should be placed below that.[4]
1. Note that you do not need to include an e-mail address, phone number, or fax number for the
company.
2. If you do not know the name of a specific contact at the company, skip over that information.
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Addressthereceiver by name. Formally address the reader with the word "Dear.” Y ou should address
your |etter to a specific person whenever possible. When you are unable to find a specific name, though,
you can address the letter to "Dear Hiring Manager," "Dear Hiring Professionals,” or "Dear Selection
Committee."[®]



1. When you can determine the gender of the receiver, leave out his or her first name and address the
receiver as"Mr." or "Ms." For example, "Dear Ms. Smith" or "Dear Mr. Johnson."
2. If you do not know the gender of the receiver, skip the title and use his or her full name. For

example, "Dear Pat Roberts."
3. Leave ablank line before and after you address the receiver.
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Write an introduction. The introduction should be brief and include your most basic, essential
information.If you have had any previous contact with your reader or with the company, state that contact

in your introduction. €]

1. If you are a student, state the university you attend and your major.
2. Indicate what position you are applying for as well as how or where you heard about the position.
3. You can aso mention the name of a professional or academic contact you know who has a positive

connection to the reader or company.
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Highlight your skillsin oneto three body paragraphs. Use the body of your letter to explain how you
are qualified for the position and why you would be a good addition to the company. Make sure to include
afew specific examples that prove your point.[]
1. Review thejob ad and note any specific qualities requested by the employer. Touch on these
qualitiesin your body paragraph.
2. List any special projects, awards, or accomplishments that have a clear connection to the skill set
requested by the employer.
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Briefly conclude your letter. Write a short concluding paragraph that expresses your eagerness about the
position. At this point, you can also request an interview or state that you intend to contact the reader in
several weeks[81p
1. You caninclude your phone number and e-mail address, aswell, but it is not entirely necessary
since thisinformation isincluded in your header.
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Daar Mz, Smith
1 am currendly completing nymajor in Bicchamistry at the University of Washingtan.

1 am apphying for the Blo Technidan position that was advertised.

1 %% am currently scoring top marics for General Chemistry, Organic Che mistry, Physical Chemistry,
Blechamistry, Bislegy, Mahematics, Physics, and Genome Scence,

1 am lpaking forward to your reply and om eagerto work for yourcompany.
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Close theletter formally. Type apolite closing like "Thank you" or "Sincerely," then include your full
typed [n?me four lines below your closing. Sign your name by hand in between the closing and your typed
9
name.
1. Always use black ink to sign formal documents.
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Making a Cover Page For a Fax

wiki i

Provide your name and addressin the header. Use aformal letterhead if you have one. Otherwise, type
your full name and the address of your company or institution at the center top of your cover page.

1. Include your phone number and your fax number beneath your name and address.

2. Leave at |least two blank lines below this header and the rest of the document.
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Format the cover sheet in two columns. The contact information for both you and the receiver should be
indicated toward the top of the page. These columns should be double-spaced.
1. It'sagood ideato save your document as a template for future fax use, since the general format will
remain the same.
2. The most important quality to your fax cover sheet isthat it be clear and easy to read.
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List the date, receiver's name, sender's name, and sender's phone number in theleft column. Each
piece of information should be labeled, and each label should be in al capital letters and followed by a

colon.
1. Label the date with "DATE," the receiver's name with "TO," your name with "FROM," and your

phone number with "PHONE."
2. Inthe United States, the date will be written in "Month, Day, Y ear,” while in most other countries, it

will be written "Day, Month, Year."
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List thetime, both fax numbers, and your e-mail addressin theright column. Each piece of
information should be labeled, and each label should bein all capital letters and followed by a colon.
1. Label thetimewith "TIME," the receiver's fax number with "FAX," your fax number with "FAX,"
and your e-mail address with "EMAIL."
2. Note that the receiver's name and fax number should be placed on the same horizontal line.
Likewise, your name and fax number should be placed on a shared horizontal line of their own.
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Indicate the number of pages. Directly below the information in your left column, state the number of
pages contained in the fax. Introduce this information with something like, "Number of pages including
cover sheet:"

1. Notethat thisline does not need to bein al capital letters.
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Include a brief message. The message does not need to be more than afew lines. Clearly state the sort of

document being faxed and why you are faxing it to the receiver.[19]
1. If you had previous contact with the receiver concerning this fax, state that information.
2. Introduce your message with the label "MESSAGE:"

3. Below your message, ask the receiver to verify the receipt of the document by calling the phone
number provided or using the e-mail address provided.
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Write a disclaimer, if necessary. If the information is confidential, clearly state that it is for the use of the
intended receiver only and that use by another receiver is strictly prohibited. Include the request that you
be contacted should the full fax not be received, or if the fax has been received accidentally, i.e. you sent it
to the wrong fax number.

1. Specific privacy guidelines for transmission of protected confidentia information may vary. If you

work for a health provider, you may need to follow additional guidelines to protect the privacy of
your client.
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Formatting a Cover Page For Your Manuscript
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Include your contact information. Type your full name, address, phone number, and e-mail addressin
the upper left corner of the cover page. While you may choose to include the title of your manuscript on
the cover page, thisis a separate document from the title page.[ll]
1. Useyour real name. If you are submitting the manuscript under a pen name, you can follow your
real name with your pen name. Introduce a pen name with "A.K.A." or "(Pen name: John Doe)."
2. If you're submitting your work to a context that will be judged anonymously, you'll include your
contact information on the cover page, while omitting your name and contact information from the

title page.
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List theword count. Y our approximate word count should be placed in the upper right corner. If you are
submitting to a context which has a strict word count, make sure you are following the guidelines, or your
work will be automatically disqualified.[12]
1. You do not need to use an exact word count. For instance, if your manuscript is 63,472 words, round
it off to 63,000 or 63,500.
2. Introduce the word count with "Approximately words."

MANUSCRIPT TITLE
3.

Include thetitle of your manuscript. In the middle of the page, center the full title of your manuscript.
Y our title should never be longer than than one line.[13]

1. Typingthetitlein all capital lettersisafairly common practice, but it is not necessary.

2. It's not necessary to underline, italicize, or bold thetitle.

MANUSCRIPT TITLE
4, '

Finish with the name of the author. On the line below your title, list the name you want to publish
under. This can be your real name or a pen name.[14]




1. You don't have to include any indication of copyright protection, as your work is automatically
protected.

2. Never bind or connect the pages of your manuscript in any way. Y our cover |etter, like the other
pages of your manuscript, should be unbound and placed in an envelope or box.
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Using APA Style For Your Cover Page
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Use a standard font and mar gin. Unless otherwise specified by your instructor, your cover page should

be in 12-point Times New Roman font and double-spaced. Use a standard 1-inch (2.5-cm) margin on all
sides of thetitle page.




Place arunning head in the upper left corner. A running head is a header that will be found on each
page of your paper. Y our running head should include an abbreviated form of thetitle.

1. Introduce the running head with the words "Running head." Follow this label with a colon.

2. Therunning head itself should bein all capital letters.

3. Therunning head should be no longer than 50 characters, including spaces and punctuation.
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Include the page number in the upper right corner. Sincethisisthe first page of your essay, the page
number will be '1." Use standard numerals, not Roman numerals or written numbers.
1. The page number and running head should be evenly aligned horizontally.
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Center thetitle. Thetitle should be placed roughly one-third of the way down from the top of the page.
Generaly, thiswould place the title about 2 inches below the header line.
1. Capitalizethefirst letter of all major words but not for minor words. For example: How to Make a
Cover Page



2. Donot italicize, bold, or underline the title.

How to Make a Cover Page

S

John Webster

Include your name below thetitle. On the line directly below thetitle, include your first name, middle
initial, and last name. If other students were involved in your study or essay, their names must be listed, as
well. Separate each name with acomma.

How to Make a Cover Page

John Webster

University Of Washington
Include the name of your institution. The line directly below your name should state the institution you
are associated with. Thefirst letter of each major word should be capitalized.

1. For example, if you are submitting the paper for a class taken at the University of North Carolina at
Asheville, you should include thisin the line beneath the author's name (i.e. your name, and the
names of your co-authors.)

2. Check with your professor for any additional guidelines.
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Using MLA Style For Your Cover Page
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Use a standard font and standard mar gins. Use 12-point Times New Roman font and 1-inch (2.5-cm)
margins on all sides. Keep the alignment centered.[19]
1. Be aware that cover pages are not standard in MLA format, but some professors do request them.

How to Make a Cover Page

Center thetitle. Thetitle should be placed roughly one-third of the way down from the top of the page.
Thefirst letter of each major word should be capitalized, but minor words should be left in lowercase. For
example: How to Make a Cover Page. If you have a subtitle, include it below the title.[1€]

1. Do not bold, italicize, or underline either the title or the subtitle.



How to Make a Cover Page
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John Webster

Writeyour full name. Skip several lines below the title, and make sure to include both your first and your
last name. If other people collaborated with you on this paper, include their names as well [17]

1. Your name should be written using the same font and size as the other words on your title page.

2. Don't try to use acute or clever font for any part of your cover page, as professors don't care for this.

How to Make a Cover Page

John Webster

B, L Magan

CHEM141

10 Wy 2013

List thereceiver of your paper. Beneath your name, write the name of your instructor, name of the class,
f'féi' date. Each of these elements should be listed on a separate line. Make sure each line is double-spaced.
1. Introduce your instructor as "Dr." when appropriate. If you cannot use this title to address your
instructor, at least introduce him or her as "Professor.” For example, "Dr. John Doe" or " Professor
John Doe."
2. Include both the course name and number.
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Using Chicago Style For Your Cover Page
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Use a standard font and standard mar gins. Most professors prefer you use 1-inch (2.5-cm) margins on
all sides and a 12-point Times New Roman font. The cover page should be center-ali gned.[19]
1. In Chicago style, cover page and title page refer to the same thing.
2. Your professor may have other requirements. Make sure you use the preferred formatting for your
course.
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List thetitlefirst. Your title should be typed about athird of the way down from the top of the page. It
should be centered on the page.[20]



1. Capitalizethefirst letter of each major word in your title, but not those belonging to minor words.
For example: How to Make a Cover Page

Alternatively, some style guides suggest that the title be presented in ALL CAPS.

Do not underline, italicize, or bold thetitle.

If you have a subtitle, place a colon following your title and write the subtitle on the following line.
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John L. Webster

Write your full name. Y ou should go several lines beneath the title, and write your first and last name. If
you collaborated with other authors, make sure to include their names as well, separated by acomma.l2]
1. Your name should be typed about three quarters of the way down the page.
2. Usethe same font and size that you've used throughout the cover page.

How to Make a Cover Page
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Dr. L Mason

Mgy 10, 2013

Specify the subject, instructor, and datein your final section. Note that thisfinal section should be
double-spaced, and each of these elements should be listed on a separate line.[22]
1. Include both the name and course number of the subject.



2. Write your professor's full name and title. Use "Dr." only when appropriate. For example: "Dr. John
Doe" or "Professor John Doe."

Y ou finished reading the article "How to Make a Cover Page" edited by the TipsM ake team. We hope this
article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.
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