[Click here and type return address and phone and fax numbers] company Name
Here

To: [Click here and type name] From: [Click here and type name]
Fax: [Click here and type fax number] Pages: [Click here and type # of pages]
Phone: [Click here and type phone number] Date: 1/3/2023

Re: [Click here and type subject of fax] CC: [Click here and type name]

O Urgent O For Review [0 Please Comment [1 Please Reply [ Please Recycle

I 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.




