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How to get the most out of your  

Template for Cover Letters  
 

You can quickly and easily change the design through fonts and colours by: 

1. Selecting the ”Design” tab in the Word menu 

 

2. Press the ”Colours” button, in the Design menu 

 

3. Select a pre-set colour combination  
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4. Or pick your own colours  

5. Press the “Fonts” button in the Design menu. 

  
6. Select a pre-set combination of fonts 

7. Adjust the size of the font to keep your headlines to one line. 
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8. Do a print test to check and make sure that the body text is not too small – and that your 

Cover Letter will fit on one page including your name and contact information. 


