Cover Letter Format
Free, correctly formatted template and a filled example from all-docs.net. No signup. Full block, 1-inch margins, US Letter. Change the page size to A4 (File, Page Setup) if you are applying in an A4 country.
Template (full block)
[Your Name]
[City, State]  |  [Phone]  |  [Email]

[Date]

[Hiring Manager Name]
[Title], [Company]
[City, State]

Dear [Mr./Ms. Surname],

[Opening: name the role and lead with a result or the company's challenge.]

[Body: one achievement that fits this job, with the number and how you delivered it.]

[Closing: a short call to action, and say your resume is attached.]

Sincerely,


[Your typed name]
Filled example
Daniel Osei
Accra  |  +233 24 555 0148  |  daniel.osei@example.com

24 July 2026

Ms. Adjoa Mensah
Head of Finance, Ridge Analytics
Accra

Dear Ms. Mensah,

Your posting for a Financial Analyst asks for someone who can turn month-end into a decision tool rather than a report. That is the work I did at Volta Foods, and it is why I am writing.

Over two years I rebuilt the monthly reporting pack and cut the close from nine working days to four. The variance model I set up flagged a supplier overcharge that recovered GHS 180,000 in the first quarter. I did the analysis in Excel and Power BI, and I trained two junior staff to run it.

I would bring the same discipline to Ridge Analytics. My resume is attached, and I would value a conversation about how I would handle your first quarterly close. Thank you for your consideration.

Sincerely,


Daniel Osei

Names, addresses, phone numbers and email addresses in the examples above are fictional. Replace every one of them with your own before you send anything.
Free template from all-docs.net/cover-letter/cover-letter-format/
