
Elements of a 

Well-formatted Cover Letter 
https://www.livecareer.com/cover-letter/formats 

Whether you are applying for a job, requesting an informational interview, or networking, all 

cover letters should follow the same basic format, which includes these five sections. By writing 

these sections in order and making sure to include the information indicated, you’ll have 

accomplished the first hurdle of formatting a cover letter. 

 

Unit 4 Lesson 5 Notes 

https://www.livecareer.com/cover-letter/formats

