
Editing Tips 
 

 Look for mechanical errors (typos, spelling, punctuation) 
 Look at format (salutation; closing; does it look like the sample?) 
 Look for skills, qualifications (what can you do for them?) 
 Is it personal? Did you make any personal connections? 
 Does it SHOW how much you want the job? 
 Is there a next step? What do you want to happen next? 


