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Cover

o The Portfolio Cover Letter

Letter Content

® Your portfolio cover letter must meet all of the following criteria:

Be two to three pages long; in other words, it must be over one page in length but must
not exceed three full pages.

Identify each of the portfolio's submissions—BY TITLE, NOT BY GENRE—and explain
the writer’s reasoning behind selecting and ordering those submissions.

Demonstrate self-assessment: provide evidence of the writer’s ability to be reflective
about her/his own writing strengths and weaknesses and the writer’s awareness of
his/her writing process.

Make specific claims about the writer’s strengths and weaknesses and point to specific
examples from the portfolio submissions that prove the writer's assertions about
her/his writing.

Demonstrate an awareness of what the writer has learned or of his/her own
development as a writer.

Demonstrate knowledge of the writing, revising, and editing process by showing how
this knowledge applies to the essays in the portfolio.

Avoid extensive summary, providing instead an analysis of the writing contained in
the portfolio.

® Your cover letter should also include some of the following (covering all of them would
exceed the cover letter's three-page maximum requirement!):

Reveal the ways in which you continue to work at recognizing and rectifying your
writing weaknesses.

Discuss what you have learned about the topics—readings, writings, themes—your
course addressed this semester.

Discuss your strategies for writing and revising and point to specific examples in the
essays for how those strategies affected the essay.

Detail the process by which you solved a writing problem.

Reflect on the ways in which you have written/revised to accommodate audience
needs, expectations, and/or values.

Discuss and provide examples of patterns in your writing.

® Talk to your instructor about how much background information you should provide about
your submissions.

A passing portfolio is one that convinces the Portfolio Committee of two features:
that the writer can successfully compose college-level essays and
that the writer knows enough about writing fo continue improving that skill.

The portfolio's papers should show the former; the portfolio's cover letter should show the latter.

Please see reverse for formatting requirements. Updated 11/07/08



Cover Letter Format
® Maintain approximately 1-inch top, bottom, and side margins.
® Insert or write your portfolio and the page number within the header (top margin).

® The letter should be formatted like a standard business letter and include the following left-
justified information:
« The portfolio’s submission date should appear on the letter’s first line. Skip two
lines (hit the “Enter” key three times), and then type:
o The Portfolio Committee’s address:
Portfolio Committee
Humboldt State University
English Department
Arcata, CA 95521-8299
Skip two lines (hit the “Enter” key three times), and then type:
o The salutation:
Dear Portfolio Committee:
Skip one line (hit the “Enter” key two times), and then type your cover letter.

® Please note that business letter format requires single-spaced text. To begin a new paragraph,
simply skip one line (hit the “Enter” key twice); do not indent the first line of the paragraph.

® Close the letter with an appropriate ending (Sincerely, etc.) and your portfolio number—NOT

your name.

Patfolio 493 | Page 1

Decembu’ 12, 1001

University
Arcata, CA 95531-8209

Drear Portfiolio Reader:

B thie portfolio I inchuded a vuriety f piaces i order to dieplay 4 wide breadih of my sbilivies
and interests. Ttried to showths pressnce of swareness of myy sadisnce and thetorical purpose
by providing several differert styles of writing. b this portfalio 1 inchuded s varisty of pieces n
ander to displey & wide breadth of my shilities and ditsrests. Ttried to shovthe presence of
amareness of ty aadience ad thetarical purpose by providing several differene styles of
Titing,

T chose to present "Woywr” fret beraies 1fes] that it provides the Teader with @ buoduction
and Busight #to gy churactar and Etareets i 4 perconible memer. Ahough 15el thic place
starnmed from vwerthehile intospection and used vivid deseriptions such ss that of riding
through o Mescican border town in @ "shirgy white rental car smslling of nevr plastic and a faint.
tinge af he pricr ocoupant's cizarsttes" past ancien srandmothers who 'vit listlesshy onthe dust
packed earth with their fuces virikled by 4 thousand yems of am, teas , and aze," T consider it

ety vpeabiest piece becunse 1vras ep erimnting with, Writing 4 subjective namabive in Bt person,

4 style that 1Sy and uimiliar to me. becaise [vras not WERIHE i objective 55y of
receareh paper, it forced e 1o dbandon WIitng sategies that Thad found adequite nd

success il for the Tequiremenes of previous chisses. T fomced mhe 10 rite shonl exmotions 4
opposed to logic wnd straight facts. Facts taited by smotion are bander for me to portray
becanse Loften dan't trust ey vriing to comvey theit memingfhiness. For wormple, ko 1
wrote, "When T cite back, T retmmed with a sense of confidence," I did so becanse Ifek T could
1ot even begin to corvey the magnitnde of ty v found sense of self warth and the dhsence of
ostracism from ey peas that 1R ot that poRt.

Eacutss Tt comeortshle with thic paper, [had mary peopls Tead over it S27 e 4 Tmade
by revieions . Some of thise people suggested thar Tnams the dectingtions oftuy waels. T
purposely did not do sobecanse T anly sought to comvey the incedible impact traveling can huve
vpon me; thus, Tt the locations were imelevant md possibly distracting. In this partfolio T
inchuded s varisty of pieces n order to dieplay & vide hreadth of my ahilities and fterests. [
tried to shovr the presence of avrsmess ofngy wadience and theterical purpose by providing
several different styles cfvIng,

Decpite ngy concemes shont the strangth of "Voywar” in comparicon to the abure, [thirk it
abunces thy portfolio bucauce  does ruccsed n telling the Tesder shout me 4 some of the
definitive indhences onmy character

The secaud pirce 1 chose to inchade inth portiolin vas written, in Tespeniss ta the sverts of
Septamiber 11, Tvwrote 2 letter to an slected official becamse 1 &b its vabue wwonld be twafsld: [
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could 1Al 4 clise Tequinament while shrmbaueoucly Bfomming am lected official ofmy
opituiom on such & serious eimarion. Tel thia the laer is highbe bnportaen becass i one
belirves strongly in something, md she doesr't tell her representatives her opiron, then they
carmuot be held accountable for their actions or inaction

when Tvmote it felt passionately shout the siustion, T tanpered my vocdmliny bec ase
 Thad sed over-anotional Jangmage my opinin wouldhiws besh easier to disms or
discredit, B vas also purposely Written 1o be concise. [veanted tomake my poirt md move an,
and mot. ovnrload it vith e, £0 that 3 vould acotally b read and vt fuet ciinmed ownr, 1
Loy Timade RAbeLawited ganeralinarions ke, 'For evin a¢ wprincipled s tarorion i, the
desperation and craziness of those who commit thase crimes sbam from Teal simations of
injustice in the world," but for the sde of brevity I did not find this wressonsble. T also fel that
i 4 Jettar to an elected official one e ed not fustify her views but merely state them for it ienct
the official’s job to evahuste his constiments' views , orlly torepresert them

b third piece of writing 1 inchaded vras 1y Tesearch paper on the philosophical belish
of Morth, Coast Barth Firetlers, 1thought frould be 3 srong place o and withas £
dumenetraes my cklle to Teswarch 4 topic ot lengrh, wulym i, and ddeo compare it with other
topics for clarification, For example, 1 chovwed the philocophies of the Hevw Age Mowement and
Animal Fights proparents to cardrast with a deep ecological philosophy. This helped to support
11y assertioms ahout fheir belief s vell as dispel somme of the misconceptions suromdive fham

‘The tried ad true methods [used towrite this piper made it one that If:b quite comfrtahle
nchding my pertfolio. For exanple, T outlined this piece by 1sing ¢ method for writing

Teca arch papare MggZected 10 e by 4 previons mumuctar. Ac T conchided my receurh, T shuply
vrote dowm iy el poirte and quotes thit Twated touce on Iudet carde. On the back of
these cards Tvrots the bibliographic infommation of nry sources in WL format. Then, when 1
fult Thad emonigh in fommmation to hegie writing, Tlaid o the cards in the nrdr i which Trantsd
to preset the Fformarion they held which metaaly providedme with o otline, Wit my
otk cited paze md bibliograplor vwere then & cinch because T didit huve to Teum to any ofmy
SoTces ar even Ceach o7 my MLA handbock.

Fortmataty, T antared thic sumester vrith 4 strong backgroumd i Eglish which alloved mary of
my Twvicione Lo facus o Style, PUIpost , ind Tying Lok ty woice huard. dind alhough moch
of this semester's vrork validated the e fectiveness of srategies that 1had used in the past, 1
Leamed the wreas in which my writing is veskest and needs the most work. Inow know that to
improwe 1y eversll writing shilkies 1need to contirme to pratice writing subjectively and also
wary the sentemce stractures Tuse to add depth to muy work. T also leamed that i is chay—md
ltrately RecessaTy—for he th eNpRTRMENt otside her comfort 2ome i order to achieve &
huigher level of suc cess

Sincerely,

493

For additional ideas about crafting your cover letter—what to include in it, how to organize it—

and for sample cover letters that include Portfolio Committee comments,
please visit CompPort at www.humboldt.edu/~compport.




