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ANATOMY OF A COVER LETTER 
Erin E A Vance 

 

 

January 28, 2016 

 

Andrea Actis: 

 

I have enclosed five poems for consideration in The Capilano Review’s Winter 2016 Issue (3.28).  

 

My work has appeared in QWERTY magazine, Existere Journal, (parenthetical) and others. I am 

completing my MFA in creative writing at New York University this Fall.  

 

Thank you for taking the time to read my work. I look forward to hearing from you. 

 

Best,  

 

Ella Winchester 

 

www.ellawinchester.ca 

@ellawinchester 

ellawinchester@nyu.com 

 

Box 18, San Francisco Heights 

San Francisco, CA 

T5J 7QO 

 

Biographical Statement: 

Ella Winchester is a writer and educator from San Francisco, California. Her work has appeared in The 

New Yorker, Cosmo, and QWERTY magazine. Her first collection of poetry will be released in July 2016 

with Penguin. Ella is the recipient of the 2015 rising poet award from New York University, where she is 

currently completing her MFA in creative writing under the supervision of Zadie Smith.  

Commented [l1]: Make sure your date is accurate.  

Commented [l2]: Do your research. Who edits the poetry 
section? The Non-fiction section? When addressing 
someone who’s gender you are unsure of, skip the Ms/Mr 
and go for a direct salutation. 

Commented [l3]: Pay close attention to how many pieces 
you can submit in each genre to a journal.  

Commented [l4]: ALWAYS address the publication by 
name! TRIPLE check that the title of the publication is 
correct.  

Commented [l5]: Are you submitting to a particular issue 
or contest? Mention that here.  

Commented [l6]: The ONLY relevant biographical 
information is publication experience and related education. 
Has your work appeared in an esteemed journal? Have you 
published a book with a press? Are you completing a 
relevant degree? 

Commented [l7]: Always thank the editor/ editorial 
board. ALWAYS. 

Commented [l8]: You MUST use your legal/ full name 
when submitting, NOT a pen name. You can request to be 
published under a pen name, but it is STRONGLY advised to 
submit under your legal name.  

Commented [l9]: Include your contact information here. 
Website, social media, email, phone number, etc. Keep an 
eye out for what the publisher wants in their guidelines. 
Some require phone numbers while other require twitter 
handles.  

Commented [l10]: Most journals and websites require 
you to provide your mailing address.  

Commented [l11]: Many journals require you to submit a 
BRIEF biographical statement with your work. This is 
normally less than 100 words and often around 50. This is 
NOT the place to talk about your cat or your love of 80s 
teen movies. Include only information that relates to your 
craft. Ie awards, publications, education 

http://www.ellawinchester.ca/

