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Writing Cover Letters
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Writing Cover Letters

• Read the guidelines for submitting an article to 

a journal carefully. Different journals and 

different fields require different contents.

• It is usually a separate document from the 

manuscript or an online form. Check the 

journal guidelines.
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Purpose

From the author’s perspective:

• Highlight the significance of your research

• Convince the editors that the manuscript is                

eligible for peer review

From the editors’ perspective:

• Must select articles that will interest their readers

• Check confidential information
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Author’s Guideline

https://www.nature.com/nature/for-authors/editorial-criteria-and-processes#a2.5

https://www.nature.com/nature/for-authors/editorial-criteria-and-processes#a2.5
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Common Structure

If known, address the editor who will be assessing your   

manuscript by their name. Include the date of submission   

and the journal you are submitting to.

 First paragraph: include the title of your manuscript and  

the type of manuscript it is (e.g. review, research, case     

study). Then briefly explain the background to your study, 

the question you sought out to answer and why.

 Second paragraph: you should concisely explain what    

was done, the main findings and why they are significant.

https://www.springer.com/kr/authors-editors/authorandreviewertutorials/submitting-to-a-journal-and-peer-review/cover-letters/10285574
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Common Structure

 Third paragraph: here you should indicate why the readers 

of the journal would be interested in the work. Take your    

cues from the journal’s aims and scope. For example if the 

journal requires that all work published has broad                

implications explain how your study fulfils this. It is also a   

good idea to include a sentence on the importance of the    

results to the field.

 To conclude state the corresponding author and any          

journal specific requirements that need to be complied with 

(e.g. ethical standards). 
https://www.springer.com/kr/authors-editors/authorandreviewertutorials/submitting-to-a-journal-and-peer-review/cover-letters/10285574
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Sample Letter

Date
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Sample Letter

Date
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Greeting 

Exercise: Select appropriate greetings 

 Dear John Smith,                              

 Dear Prof. Smith,

 Dear Professor Smith.

 Dear Mr. Smith,                                           

 Dear Smith,

 Dear Professor John Smith,

 Dear Most Respected,                        

 Dear Prof. John,

 Dear John,

(X)

(X)

(X)

(X)

(X)

(X)

(X)

(X)

Dear Professor Smith:

(X) Dear Mrs. Smith:

(o) Dear Ms. Smith (female):

Dear Dr. Smith:

(X)
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Greeting

A formal email: When you do not have a specific person 

or know the name of the person to whom you are writing. 
 Dear Sir or Madam:
 To whom it may concern:               

Other possible options:
o Dear Editorial Office
o Dear Search Committee
o Dear Ethics Committee
o Dear Hiring Committee/Manager
o Dear Personnel Manager
o Greetings

(X)

(X) To Whom It May Concern:
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Body

 Set the font to Arial or Times New Roman, size 

12 point

 Do not indent paragraphs

 Single-space all text

 Use one line space between body paragraphs

 Keep all text left justified
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Informal vs. Formal

Formal Informal

Use of contractions isn’t      don’t   

Emoticons

All CAPS WE HAVE A QUESTION!

Conjunctions 

(i.e. And, But) 

Thank you very much. And we   

hope that…

Abbreviations 

(FYI vs. ASAP, RSVP) 
FYI, we are planning on …

Slang Our frequent flyer was just here a 

couple of weeks ago, but he is    

back again today.

(X)
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Body: Hedging (Vague Language)

Types Examples

Introductory verbs seem, tend, appear to be, believe, 
suggest, think, look like

Modal auxiliary verbs would, may, might, could

Frequency Adverbs often, sometimes, usually, seldom

Probability adverbs unlikely, probable, possible

Modal nouns assumption, possibility, probability

That clauses It could be the case that
It might be suggested that

To-clause + adjective It may be possible to obtain
It is important to develop

http://www.uefap.com/writing/feature/hedge.htm
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Hedging

https://doi.org/10.1089/thy.2018.0128

https://doi.org/10.1089/thy.2018.0128
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Hedging

Examples: 

- We believe that this work provides a deeper 

understanding of X, and will therefore be of   

interest for the readers of  Journal name.

- We believe that this paper will be of interest  

to the readership of your journal because it  

adds value for X.
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Concluding Message

At the end of the body section: Useful expressions

• Thank you for your assistance with… 

•  Thank you for your time. I look forward to hearing back from 

you. 

• Thank you for your time and consideration on this matter. We 

look forward to your response.

•  Please feel free to call or email me if you have any questions 

or concerns. 

•  I would appreciate it if this could be taken care of promptly.

 Attention: I look forward to a positive response

from you soon. vs. I look forward to hearing from you.

(X)
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Closing

Very Formal

Yours sincerely,

Yours faithfully,

Sincerely yours,

Yours truly,

Formal

Sincerely,

Regards,

Kind regards,

Best wishes,

All the best,

Informal

Best,

Bye

Very Informal

John

JS (Initials)
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Signature (Position)

Exercise: Where does the signature go?

①

Closing salutation

②

Name

③

Affiliation information

④
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Exercise (Sample Cover Letter)

 Please find the errors in the following sample cover letter.

Cover Letter

John Smith

Editor-in-Chief

5/3/19

Dear Prof. Smith,

First of all, I would like to thank you for taking the time to review my manuscript. We’re 

pleased to submit an original research article entitled “….” by Kil-Dong Hong and Ji-Soo 

Kim for consideration for publication in the Journal name. 

Problem (Objective) + Why good fit for the journal 

+ Short description of the essence of your approach

+ Major Contributions
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Exercise (Continued)

We confirm that this manuscript has not been published elsewhere and is not under consideration for 

publication at another journal. We have no conflicts of interest to disclose, and all authors have approved 

the manuscript and agree to its submission to Journal name.

I am looking forward to a positive response from you soon. 

Kil-Dong Hong

Best,

Dr. Kil-Dong Hong, MD, PhD

Corresponding author

X University

Y Hospital

Address

Seoul, Korea, 00000

O: 02-797-0100

HP: 010-1234-1234

Dr. Ji-Soo Kim, PhD

X University, Seoul
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Exercise (Sample Cover Letter)

 Please find the errors in the following sample cover letter.

Cover Letter

May 3, 2019

John Smith, Editor-in-Chief

Journal name                 Italics

Dear Professor(or Dr.) Smith:   (Not Dear Editor-in-Chief:)                        

First of all, I would like to thank you for taking the time to review my manuscript. We are          

pleased to submit an original research article entitled “….” by Kil-Dong Hong and Ji-Soo 

Kim for consideration for publication in the Journal title.                           single space

Problem (Objective) + Why good fit for the journal 

+ Short description of the essence of your approach

+ Major Contributions
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Exercise (Continued)

We confirm that this manuscript has not been published elsewhere and is not under consideration for 

publication at another journal. We have no conflicts of interest to disclose, and all authors have approved 

the manuscript and agree to its submission to Journal name.

I am looking forward to a positive response from you soon. I look forward to hearing from you.

Best, Sincerely,

Kil-Dong Hong

Dr. Kil-Dong Hong, MD, PhD

Corresponding author

X University

Y Hospital

Address

Seoul, Korea 00000

O: 02-000-1234

HP: 010-1234-1234

Ji-Soo Kim

Dr. Ji-Soo Kim, PhD

X University
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Signature Line

Your name in full

Title

Institution/affiliation/organization name

Institution address

Your email address

Office: +82-2-000-1234

Cell: +82-10-1234-1234

[Fax: (include relevant country/area code)]
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Writing Response to Reviewers 
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Response to Reviewers

STEP 1: Read the feedback

• “Revise and Resubmit”—THIS IS GOOD 

NEWS!

• Reviewers request revisions to most articles

STEP 2: Now what—TAKE A DEEP BREATH.

• Don’t rush to respond!

• Respond promptly, but not hastily
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Cover Letter with Manuscript Revision

Example (Humor): what you really want to say

http://www.devpsy.org/humor/manuscript_cover_letter.html

Dear Sir, Madame, or Other:

Enclosed is our latest version of MS #85-02-22-RRRRR, 

that is, the re-re-re-revised version of our paper. Choke on 

it. We have again rewritten the entire manuscript from start 

to finish. We even changed the goddamned running head! 

Hopefully we have suffered enough by now to satisfy 

even your bloodthirsty reviewers. 

http://www.devpsy.org/humor/manuscript_cover_letter.html
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Response to Reviewers

STEP 3: Make a to-do list

• Word doc? Spreadsheet? Stay organized!

STEP 4: Prepare the response
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Response to Reviewers

TWO KEY GUIDELINES:

Be polite! Be flexible!
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Be Polite

Why be polite?

• Even if you disagree with the reviewer…

• (ESPECIALLY IF YOU DISAGREE…)

• Generally makes a good impression

• Helps if you need to disagree

• Improves likelihood of acceptance
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Example
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Example
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Example
Dear Editor,

We appreciate the opportunity to revise and resubmit our paper titled 

“Factors Associated with Toileting Disability in Older Adults without 

Dementia Living in Residential Care Facilities.“ We want to thank the 

editor and reviewers for their critiques and revision recommendations. 

We think the revised paper is strengthened by them. We have followed 

the editor’s suggestion and provided a table summarizing the editor’s 

and reviewers’ comments, our response to the comments and the 

location of changes made in the manuscript. Changes to the revised 

manuscript are underlined using the tracked changes function of 

Microsoft Word. We have included the line numbers in the revised 

manuscript to help the reviewers identify our changes.
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Examples

1.  You just didn’t understand what we wrote!

 Several statements that we made were more 

ambiguous than intended, and we have adjusted the 

text to be clearer.

2.  No one knows the answer to that question.

 This is a valid question, and we are actively pursuing 

the answer in our lab.

 This is a valid and important question, and we are 

curious what the results would be. However, we are 

unaware of any studies that provide the answer. 
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Examples

3. That experiment would take forever!

 The suggested experiment is interesting and 

would provide additional information about…, but 

we feel that it falls outside the scope of this study. 

4. You didn’t even read what we wrote!

 We did not intend to indicate [insert mistaken 

assertion by reviewer here], and we have 

therefore altered the text to specify that [insert 

correct conclusion here].  
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Examples

5. You are being so picky about grammar or  

formatting!

 We apologize for this error, and we have 

corrected the text as suggested. 

Adapted from  

https://www.aje.com/en/arc/responding-reviewers-you-cant-always-say-what-

youd/

https://www.aje.com/en/arc/responding-reviewers-you-cant-always-say-what-youd/
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Be Flexible
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Be Flexible: 
Your Manuscript on Peer Review

40
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Be Flexible

Doable Not Doable

Agree

Disagree

Does it matter?

If no, make the change.
If yes, don’t—BUT explain why, with citations if possible

Make the change! Explain politely why the 

change isn’t doable

{This is complicated} Explain politely why the 

change isn’t doable
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Expressions

Sample expressions for agreement:

• We agree with the reviewer’s comment. 

• I completely / absolutely agree with the reviewer’s 

comment.

• I agree with the reviewer entirely.

• I totally agree with the reviewer.

• I am of the same opinion. 
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Expressions

Sample expressions for disagreement:

• I'm afraid that I can't agree with the reviewer.

• The problem is that... 

• I (very much) doubt whether... 

• This does not agree/align with... 

• With all due respect,…

• I am of a different opinion because ... 

• I cannot share this / that / the view.           

• I cannot agree with this idea. 

• What I object to is... 
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Expressions

Sample expressions for partial agreement:

• It is only partly true that... 

• That’s true, but…

• I can agree with that only with reservations. 

• That seems obvious, but... 

• That is not necessarily so. 

• It is not as simple as it seems. 

• I agree with the reviewer in principle, but… 

• I agree with the reviewer in part, but… 
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Example (Disagreeing)

Example: When the revision is not doable

Page 7: The paragraph starting with viruses have evolved …………

various viral infections, appears to be like a literature review. This 

looks inappropriate especially at the end of the article. The authors  

instead should discuss/analyze their findings with reference to 

available information. The whole paragraph has to be tightened and 

appropriate work can be discussed alongside with the findings of 

the present work. 

We tried as much as possible to thoroughly discuss all of our 

findings while respecting the word limit imposed by the journal. 

A full literature review would not be possible within the word limit.  
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Example (Disagreeing)
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Example (Minor Changes)

Did the authors agree? Maybe, maybe not…

…but either way, these are minor changes that the authors should make, even if 
they disagree
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Examples
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Email Writing
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Email Writing: Subject Line

The subject line should be informative, direct and 

states the main topic.

Examples

o “An inquiry” or   “Regarding my manuscript” 

 “Manuscript status please?”

 “Manuscript review completed?”

o Editorial Meeting Friday

o Due Friday – conference presentation proposal
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Introducing Yourself

Exercise: Please correct the following if necessary.

1. I am {your name}. I am a professor in the School of X at Y University.  

 My name is ….

2.  This is {your name} from the Journal of Y.      

3.  It is {your name} at the journal of Y.

4. My name is {your name}, and I am currently the dean in the School of X.

5.  I am a doctor (master) student of the School of X in Y University majoring 

in …

 I am a doctoral (master’s)  student in the School of X at Y University 

specializing in …  

(X)

(X)
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Body: Reason for Writing

[Formal]

• I am writing to ask/inform/clarify/request/reply to …

• I am writing regarding the meeting we have arranged 

…

• I am writing with regard to the complaint you made …

• With reference to your last email, I would like to …

[Informal]

• Just a quick question about …

• I was wondering if …

• I wanted to let you know that …
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Useful Expressions

• Making requests

• Saying No

• Making apologies

• Attaching files
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Making Requests

 Do not assume that your request will be fulfilled.

◦ Thank you in advance for accepting to be a reviewer for 

our journal.

 Do not impose deadlines.

◦ We really need your reply by tomorrow.

 Try to soften your request.

◦ If possible, ..            I would appreciate it if you …

Exercise: 

There have been some mistakes.

 It looks like there have been some mistakes.

 It looks like there may have been some mistakes.
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Making Requests

[Formal]

1.   Could you please let me know if you are available?

2. I would appreciate it if you could send me the document …

3. Could we arrange a meeting later?

4. Please let me know if this will be possible …

[Informal]

1.   I was just wondering if you were around later …

2.   Would you mind coming earlier?

3.   Can you call me back ASAP?
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Making Requests

 Use past tense or continuous forms

Exercise: 

a. I want to ask you a favor.

 I wanted to ask you a favor.

b. I hope we can talk after lunch.

 I was hoping we can talk after lunch.
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Saying “No”

 When saying “no” or telling some bad news.

1.  I cannot do that.

 I am afraid I am not able to fulfill your request. 

2.  I have to go.

 I am afraid I have to be going.
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Making Apologies

 Apologize politely, but do not overdo it. 

(X) We are SOO sorry for not contacting you sooner.

(O) ◦ We sincerely apologize for not contacting you  

sooner.

◦ We would like to apologize for any inconvenience   

we might have caused.

◦ Please accept our apologies for the delay.
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Attaching files

 Which of the following expressions are acceptable in 

an email? A letter?

1.  I have enclosed the file you have requested. 

2.  I am attaching the file for your consideration. 

3. Please see attached document. 

4. Please find the attached file you requested.

 Please find attached the file …

the attached document.

(X)

(o)
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Attachment

Other possible options

o The file is attached.

o Attached is . . .

o I have attached (the updated file) . . .

o The attached proposal includes . . .

o Please review the attached diagram . . .

o The attached spreadsheet covers . . .

o Please refer to the attached document.

o You may refer to the attached document for       

details.
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Collocations

Exercise:

1. very concerned → 

2. very controversial →

3. very opposed →

4. very disappointing →

utterly     strongly     bitterly     ridiculously highly deeply

deeply

highly

strongly/utterly

bitterly
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