What's a Cover Letter? How Do I Write One? 

By Barbara Gastel | 03 May 2010

Greetings again. I hope that May is starting well for you.

Recently a student sought my advice on writing a cover letter. Sometimes researchers ask me what a cover letter is.

Well, what’s a cover letter? How can you write a good one?

A cover letter (also called a covering letter) is a letter that accompanies something being sent and provides information about it. It may, for example, accompany

· a paper being submitted to a journal, 

· a grant proposal being sent to a funding agency, or 

· the curriculum vitae of someone applying for a fellowship or a job.

A cover letter should identify what is being sent, say why it is being sent, and provide other information that can help the recipient to proceed appropriately.

Thus, for a journal submission, the cover letter might state the title and author(s) of the paper, say whether the submission is new or revised, and provide other requested information about the paper.

Some journals’ instructions to authors say what information to include in the cover letter. And some journals’ electronic-submission systems let authors enter the information electronically rather than writing an actual letter.

The journal publisher Lippincott Williams & Wilkins has provided a checklist for writing a cover letter. A sample cover letter appears below the checklist.

Samples of other cover letters (for instance, for applying for jobs) can be found through a Google search using the phrase cover letter sample.
I hope this information is useful. Wishing you a good May! –Barbara
什么是说明信？怎样写说明信？
Barbara Gastel著，2010年5月3日；陈姜 译

说明信是与其他材料一起邮寄并提供材料相关信息的一封信。例如，说明信可以与以下材料一起邮寄：

· 向某一期刊投稿的文章

· 向基金委员会投寄的基金申请书

· 为申请奖学金或某一职位向某位负责人邮寄的简历
说明信应当说明所寄的材料是什么，为什么邮寄这些材料，并提供可能帮助收信者适当处理材料的其他信息。因此，向期刊投稿时，说明信应当说明文章题目和作者，说明所投文章是新投稿件还是修改过的稿件，并提供其他所需信息。

一些期刊的作者须知中会告知说明信中应当包括哪些内容。某些期刊的电子投稿系统还要求作者在线提交说明信，而不用手写说明信。

Lippincott Williams & Wilkins出版公司提供了撰写说明信的检查表，并提供了说明信的范例。还可以利用Google输入“说明信范例”，查找其他说明信（例如申请职位）的示例。

