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FAX 
 
 

 What is a fax message? 
 

A fax (short for facsimile and sometimes called telecopying) is the telephonic 
transmission of scanned-in printed material (text or images), usually to a 
telephone number associated with a printer or other output device. ... The 

receiving fax machine reconverts the coded image and prints a paper copy of 
the document. 

 

 How do you draft a fax? 
 
The letterhead should include the company or individual's name, address, 

telephone number, fax number and email address. List the date a couple of 
lines down from the letterhead. Write “Company Name,” followed by a colon. 
Write in the name of the company where you are sending the fax. 

 

 FAX Format 

The FAX sheet should contain the following information: 

1. Company Logo 

2. Company identification information•Company name, school name, 

address, phone number, fax number, web URL, and email address 

3. The word “FAX” 

4. The following headings should be included: 

•TO (recipient of fax) 

•FAX (recipient’s fax number)  

•PHONE (recipient’s phone number) 

•FROM (sender’s name) 

•DATE (date of transmission) 

•RE (Reason/Topic of message) 

•PAGES (total number of pages transmitted) 

•CC (courtesy copy) 
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5. The following options should be included.  

Place a check box in front of each item:•Urgent, For Review, Please 

Comment, Please Reply 

6. Include a section for comments 

 

 FAX Sample 

The following is an example of a Facsimile 
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A fax cover sheet is a sheet that is faxed through to your recipient before 

your actual fax message. Cover sheets are optional in fax marketing. Their 

intended purpose is to identify the sender and provide some contact 

information, as well as to state the intended recipient and their information. 
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 Are fax cover sheets really necessary? 

Fax is one of most necessary things which every business needs i.e., small 
business to large business. Similarly, along with fax, there is an absolute 
need of fax cover sheet. It does not means the business owners need fax 

cover sheet in traditional fax system in fact, there is a definite need of fax 
cover sheet in online fax systems. In layman language, the fax cover sheet is 

the covering of a message or the envelope of a message which shows that 
from the where is message id delivered and to who the message is delivered. 
It does not means that one cannot send the message without the fax cover 

sheet in fact, the message becomes more formal and genuine with the fax 
cover sheet. So, this is the reason why people cannot imagine to send the 
message with the cover sheet. 

Different companies contains different fax sheet and each company designs 

the fax sheet according to them like some companies get involved their 
company’s logo and signature on the fax cover sheet. The fax cover sheet 

might include the pertinent details of the company. Especially the fax cover 
sheet are important when the recipient do not read all the messages 
immediately, so the specific cover letter helps to differentiate between the 

specific fax message and rest of the other. As each company have minimum 
of 20 employees so at such places it might be difficult to differentiate the 

important fax message and it would be very easy when the important 
message consists of a cover sheet. 

Another important thing which should be included in the information on the 
fax covert sheet is the personal contact number of the sender. The fax cover 

sheet should not be devoid of the fax number of recipient’s company. The 
fax cover sheet should include the number of pages or the count of total 

pages so that person who will read the message, completely checks all the 
pages. Another benefits of mentioning the page number on the fax cover 
sheet is that one can identify the missing pages immediately. This is one of 

the most common problem in the traditional fax services. This is one of the 
reason that why the online fax services are always better than the 
traditional fax services. The online fax service is always more reliable than 

the bulky, traditional faxing machines. 

Some people include the website of their company on the fax cover sheet. It 
is another way of marketing the company and its services. Although there is 

no specific format for any fax cover sheet. Only one thing required is that 
the layout should be such that every information can be read by the 
recipient. The sender should divide the header section and rest of the 

message so that the recipient and sender do not get confused.  Although 
there are several companies which offer absolutely free fax cover sheet, so 

one can get the fax cover sheet from there. Free fax cover sheet are 
important for the companies or small businesses who are just about to set 
up their business. 

http://faxcoversheet.info/
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