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Submission Checklist 

Use and include this checklist when submitting samples to the Certification Commission. Read your résumé and cover letter submission for each one of these factors, correcting and making improvements as you go. Check each item on the checklist below as you complete it. QUESTION EVERYTHING. Mark each questionable item with a question mark and return to the Study Guide to check them all at once. After making corrections, leave it for another day and review again. Have someone else proofread your submission, too. Sometimes we just don’t see the obvious. While this is a time-consuming process, it is likely to make you a winner!

GRAMMAR, SPELLING, AND PUNCTUATION:

	
	1. Did you run your document through the grammar and spell check (American rules), making sure your grammar check is set for formal or technical writing? THEN READ YOUR DOCUMENT WORD BY WORD, looking for errors that your computer missed, i.e. “form” instead of “from,” etc. Use a dictionary for words your computer doesn’t recognize. A misspelled word is an INEXCUSABLE ERROR. Study Guide (SG, Excellence Overview; SG, Quality Control.

	
	2. Did you check your document for capitalization using the rules provided in the Gregg Reference Manual? SG, Capitalization.

	
	3. Did you do the same for number usage (money, numbers, dates), plurals and possessives, abbreviations, and hyphenations? SG, Number Usage, Plurals and Possessives, Abbreviations; SG, Dashes vs. Hyphens.  

	
	4. Did you spell out acronyms for the sake of the reader if they were not universally known to the target industry? SG, Abbreviations.

	
	5. Did you review for proper comma use? SG, Grammar and Punctuation, Commas; Gregg Reference Manual.

	
	6. If you used colons or semicolons in the text, did you check for proper usage? Gregg Reference Manual.

	
	7. Did you look for unparallel sentence structure? SG, Parallel Structure.

	
	8. Did you make sure all “résumés” are accented? SG, Résumé vs. Resume. 

	
	9. Did you check for passive voice and mixed tense? SG, Grammar and Punctuation. 

	
	10. Did you search for other grammatical errors such as run-on sentences, verb agreement, dangling modifiers, sentences ending in prepositions, improper word usage, etc.? SG, Grammar and Punctuation; Gregg Reference Manual. 

	
	11. Did you use ampersands correctly? SG, Ampersands.


WRITING—COVER LETTER AND RÉSUMÉ:

	
	12. Did you capture the reader’s attention with a dynamic, attention-getting sentence at the start of your cover letter?   SG, Letter Writing Strategy. 

	
	13. Did you refer to the reason for the correspondence in the introductory paragraph of the cover letter (i.e., referral, mutual acquaintance, classified ad)?  SG, Introductory Paragraph.

	
	14. Did you explain in your cover letter why the applicant wants to work for a particular employer?  SG, Personalization.

	
	15. Did you actively “sell” the specific experience, skills and accomplishments that qualify your client in the second paragraph of the cover letter?  SG, Sales Pitch; SG, Letter Writing Strategy.

	
	16. Have you presented information in first person, focusing on employer needs and limiting personal pronouns in the cover letter? SG, Letter Writing Strategy.

	
	17. Did you thank the reader for his/her time and consideration in the closing paragraph?  SG, Closing Paragraph

	
	18. Did you check all writing for redundancy? Try not to repeat words if there are alternatives. SG, Redundancy.

	
	19. Did you eliminate unnecessary or vague adjectives, and awkward and/or wordy phrases throughout? SG, Letter Writing Strategy.

	
	20. Did you search for overwriting? Use the language of your client. SG, Letter Style and Tone.

	
	21. Did you check for long blocks of text in both the cover letter and résumé? SG, Letter Writing Strategy.

	
	22. Were you relevant, using only pertinent information that targets the job? SG, Letter Writing Strategy.

	
	23. Have you been consistent in the way you make lists, i.e. placement and format of dates, spacing, etc.? SG, Format Consistency.

	
	24. Did you eliminate personal information unless it is pertinent to the job?  SG, Personal Data.

	
	25. Have you eliminated unnecessary articles (a, an, the) from the résumé? SG, Succinct.


STRATEGY:

	
	26. Are you using the best format for your client’s job-search situation? SG, Types of Résumés.

	
	27. Have you addressed the needs and concerns of the potential employer in the cover letter and résumé? SG, Letter Writing Strategy.

	
	28. Did you use a specific objective? Omit objectives that are wordy or “canned.” SG, Objective Statements.

	
	29. Have you weighted the top of each page with pertinent, sales-focused information? SG, Summary Statements.

	
	30. Have you started the résumé with a “Qualifications Summary” that uses a high percentage of nouns, keywords, and accomplishments? SG, Summary Statements.

	
	31. Are client’s job descriptions filled with active verbs and keywords; are they strongly stated to keep reader interest; are they free of “duties included” and “responsibilities were”? SG, Job Descriptions. 

	
	32. Have you bulleted verifiable key contributions or accomplishments under job descriptions? SG, Accomplishments.

	
	33. Have you front-loaded each statement with an active verb and measurable accomplishments? SG, Accomplishments.

	
	34. Have you stated those measurements in a clear, understandable manner relating them to a timeframe? SG, Accomplishments.

	
	35. Have you used enough keywords for your client’s target industry? SG, Keywords.

	
	36. Have you de-emphasized potentially damaging information such as a college degree over 10-15 years old? SG, Dates, Education; SG, Personal Data.

	
	37. Have you included professional affiliations, volunteer activities, or other non-job experience such as travel or computer skills that are relevant to the client’s target? SG, Additional Training, Affiliations, Volunteer Work, Hobbies, and Interests.

	
	38. Are the job target and the client’s skills and desires clearly stated early in the cover letter? SG, Letter Writing Strategy.

	
	39. Does the cover letter make the reader want to review the résumé? SG, Letter Writing Strategy.

	
	40. Does the cover letter end assertively, with the applicant taking the next move? (If applicable.) SG, Closing Paragraph.

	
	42. Does your cover letter end with a business letter closing and the term “enclosure”? SG, Business Correspondence.


APPEARANCE:

	
	43. Is the client’s name the primary design element of your résumé? SG, Design Elements.

	
	44. Have you included e-mail address (without hyperlink) and cell phone number? SG, Hyperlinks.

	
	45. Are top, bottom, and side margins of approximate equal size? SG, Typography and Design, Format Consistency.

	
	46. Have you used indenting, bold text, bulleting, underlining, and white space effectively? SG, White Space and Readability.

	
	47. Have you examined spacing, formatting, font size, bullets, slashes, numbers, etc., for consistency? SG, Format Consistency.

	
	48. Did you check that you used only one space between sentences and between state and zip code? SG, One Space or Two?

	
	49. Is your font style acceptable for résumés and comparable in size to Times New Roman 10 or 12 pt. (excluding headings)? SG, Scannable Résumés 

	
	50. Have you right justified your text? THEN UNDO IT. You can right justify the dates for visual appeal, but right justified text is distracting. SG, Justified Text.

	
	51. Did you check that all bulleted statements end with period (or no periods if short phrases)? SG, Format Consistency.

	
	52. If your résumé length is over one page, is the second page substantial? SG, Length; SG, Executive Résumés. 

	
	53. Is second page labeled with client’s name and page number? SG, Typography and Design.

	
	54. Have you continued a category on the second page and labeled it as “continued”? SG, Typography and Design, Format Consistency.

	
	55. Have you used “References Upon Request” ONLY as a page balance element? SG, References.

	
	56. Do your letterheads match (résumé and cover letter)? SG, Business Correspondence.

	
	57. Is your cover letter addressed to a specific person, selling specific skills and experience for a particular job? It must not look like a form letter. SG, Letter Writing Strategy.

	
	58. Does your cover letter format resemble that of a business letter? (Gregg Reference Manual)


I understand the importance of using the NCRW Study Guide to prepare high quality cover letter and résumé documents in an effort to meet NRWA standards of excellence. My samples reflect the use of this checklist.

___________________________________________    _______________

Signature of Candidate                                                      Date
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