Tips for Writing Cover Letters for Externship Positions
1. PROOF CAREFULLY!   In a meeting in one federal district court chambers just this morning, I heard once again that cover letters containing grammatical or punctuation errors will doom an applicant’s chances.   Have someone else read your materials once you think they are perfect.

2. Do not submit a generic cover letter to all of the judges or supervisors.  Research your chosen judge or site and explain why you want to work there.

3. Be sincere.  Do not try to make your letter sound like other cover letters you have seen.

4. Do NOT say that you “hope to hone your legal research and writing skills” or that you “have honed your legal research and writing skills.”  While the concept is good, the phrasing is hackneyed.   You lose credibility when you include that language.

5. Do explain your strengths, but avoid going over the top.  Too much self-promotion will hurt your chances, especially with the judges.   One federal judge’s permanent clerk and judicial assistant explained to me how they laugh about such letters and save them as examples of what not to do for their high school-age children who are applying for college.  
6. Do include something about your outside interests, but keep the reference brief.  The goal is to let the judge/supervisor know that you are a well-rounded individual with some unique perspectives to bring to chambers/office.

