
[ C L I C K  H E R E  A N D  T Y P E  C O M P A N Y  N A M E ]

FACSIMILE TRANSMITTAL SHEET

TO: FROM:

[Click here and type name] [Click here and type name]
COMPANY: DATE:

[Click here and type 
company name]

1/3/2023

FAX NUMBER: TOTAL NO. OF PAGES INCLUDING COVER:

[Click here and type fax 
number]

[Click here and type number of 
pages]

PHONE NUMBER: SENDER’S REFERENCE NUMBER:

[Click here and type phone 
number]

[Click here and type reference 
number]

RE: YOUR REFERENCE NUMBER:

[Click here and type subject 
of fax]

[Click here and type reference 
number]

 URGENT  FOR REVIEW  PLEASE COMMENT PLEASE REPLY  PLEASE
RECYCLE

NOTES/COMMENTS:

To save changes to this template for future use, on the File menu,
click Save As. In the Save As Type box, choose Document Template
(the filename extensions should change from .doc to .dot) and save the
template. Next time you want to use the updated template, on the File
menu, click New. In the New Document task pane, under Templates,
click  On  my  computer.  In  the  Templates dialog,  your  updated
template will appear on the General tab.
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