
 
 

 

 

 

 



 

 

  

Be sure to include a contact address, phone number 

and email where you know for sure you can be 

reached. You might consider adding a permanent 

address and a “school” address if you are unsure 

where you may be during the hiring process.  

Avoid using an email addresses with a goofy, cutesy or 

otherwise unprofessional email name.  Use your MUN 

email.  

Be sure to include the full company address.  

Always attempt to find out the name 

of the individual who will be reading 

your letter – avoid the generic 

Sir/Madame. 

Be sure to sign your letter.  If you are emailing it, 

include a digital signature.  It shows great 

attention to detail.  


