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Capture	your	best	moments	with	our	premium	photo	album	templates.	DOWNLOAD	THE	TEMPLATES	NOW.	A	professional-looking	fax	cover	sheet	can	mean	the	difference	between	whether	your	document	is	immediately	delivered	or	left	behind	in	the	fax	machine.	So	before	you	press	“send,”	download	a	free	fax	cover	sheet	template	from	Microsoft.
Cover	sheets	for	faxes	add	a	structured	layout	for	a	quick	read	and	a	pop	of	color	to	draw	attention.	The	Modern	Capsule	and	Swirl	fax	cover	sheet	designs	are	particularly	visually	interesting.	Importantly,	a	fax	coversheet	can	help	safeguard	your	document	from	being	seen	or	read	by	passersby.	Download	a	free	fax	cover	sheet,	customize	with	your
logo	to	create	a	fax	cover,	and	add	it	to	your	business	stationery	for	everyday	use.	You’ll	find	a	fax	cover	sheet	for	a	variety	of	purposes.	Choose	a	clean	and	simple	fax	cover	letter	if	you	just	need	to	indicate	sender	and	recipient	information,	or	a	more	detailed	fax	cover	page	if	you	need	room	for	comments	and	action	items.	With	dozens	of	eye-catching
designs	to	choose	from,	you’ll	find	the	fax	template	that	fits	your	needs.	Capture	your	best	moments	with	our	premium	photo	album	templates.	DOWNLOAD	THE	TEMPLATES	NOW.	By	Chad	Davis	i	Zsolt	Nyulaszi/Hemera/Getty	Images	Create	your	own	professional	fax	cover	sheets	in	Microsoft	Word	2013	by	downloading	free	templates	from
Microsoft	Office.	The	New	backstage	view	in	Word	lets	you	search,	browse	and	download	templates	from	the	online	collection.	After	you've	created	a	template,	fill	in	the	necessary	information,	such	as	contact	information,	fax	numbers	and	subject.	You	can	also	insert	a	fax	cover	sheet	at	the	beginning	of	the	document	you	want	to	fax	using	the	Object
command	on	the	Insert	tab.	Open	Word.	If	the	New	backstage	view	doesn't	appear,	or	if	you	already	have	another	document	open,	click	"File"	and	then	"New."	The	New	backstage	view	provides	a	list	of	recommended	and	recently	used	templates.	Type	"fax	cover"	into	the	Search	for	Online	Templates	field	at	the	top	and	then	press	"Enter."	The	search
results	display	a	list	of	templates	that	you	can	use	as	a	fax	cover	sheet.	Select	one	of	the	templates	for	your	fax	cover	sheet.	For	example,	select	"Fax	Cover	Sheet	(Standard	Format)."	Click	the	arrows	on	the	right	or	left	of	the	preview	to	view	the	adjacent	template.	Some	templates	require	additional	Office	apps	to	be	installed,	such	as	those	with	an
"eFax"	banner	across	the	template's	preview	or	thumbnail,	as	these	templates	can	connect	to	third-party	software.	Office	apps	are	third-party	programs	that	can	extend	the	functionality	of	Microsoft	Office	but	may	require	additional	software,	purchases	or	subscriptions.	Click	the	"Create"	button	to	open	the	selected	template.	If	this	is	the	first	time
you've	created	a	document	with	this	template,	Word	downloads	it	first	before	you	can	edit	it.	Open	Word	and	then	create	a	new	document	based	on	a	Fax	Cover	Sheet	template.	Alternatively,	you	may	choose	to	fill	in	your	information	manually	on	a	separate	line.	Enter	the	fax	recipient's	information.	For	example,	type	the	recipient's	name	after	"To:,"
fax	number	after	"Fax:"	and	then	her	contact	phone	number	after	"Phone:"	Enter	your	information	on	the	cover	sheet.	For	example,	type	your	name	after	"From:,"	your	fax	number	after	"Fax:"	and	then	your	contact	phone	number	after	"Phone:"	Including	your	contact	phone	number	in	a	fax	is	helpful	in	case	the	fax	is	received	by	someone	other	than
your	intended	recipient.	Enter	the	rest	of	the	fax	information.	For	example,	enter	a	brief	description	after	"Subject:,"	the	current	date	after	"Date:"	and	then	any	notes	you	want	to	include	after	"Comments:"	or	"Notes:"	Click	"File,"	select	"Save"	and	then	save	your	fax	cover	sheet	to	your	preferred	storage	location.	Open	the	Word	document	to	which
you	want	to	add	the	fax	cover	sheet	and	press	"Ctrl-Enter."	A	new	blank	page	is	added	to	your	document.	Click	at	the	top	of	the	blank	page	to	place	the	cursor.	Click	"Insert"	and	then	select	the	"Object"	command,	resembling	a	white	box	with	a	blue	border,	in	the	Text	group.	Click	the	"Create	from	File"	tab	and	then	click	the	"Browse…"	button.	Select
the	fax	cover	sheet	you	wish	to	add	to	your	document	and	then	click	"Open."	Your	fax	cover	sheet	appears	at	the	beginning	of	your	document.	Microsoft	has	many	applications	and	packages	to	offer	to	its	users.	Microsoft	Word	Templates	are	highly	useful	on	a	day	to	day	basis	for	personal	as	well	as	official	purposes.	A	Fax	Cover	Sheet	Template	is	one
of	the	Microsoft	Word	Templates	available	for	users	to	download	for	free.	These	free	to	download	templates	offer	ease	of	use	to	customers	through	the	customization	options	they	provide	them.	Word	Fax	Templates	are	simple	by	design	but	highly	effective	in	terms	of	data	capturing.	200,000+	FREE	&	Premium	TemplatesBeautifully	Designed,	Easily
Editable	Templates	to	Get	your	Work	Done	Faster	&	Smarter.	Fax	Cover	Sheet	Word	Templateuchicago.eduDetailsFile	FormatSize:	14	kBDownloadFax	Cover	Sheet	Word	Template	is	a	format	that	displays	customizable	content	for	the	Cover	Sheet	that	can	be	faxed	to	the	intended	recipient.	It	is	a	simple	format	which	can	be	downloaded	for	free.Fax
Cover	Letter	Word	Templatemypaperlessfax.comDetailsFile	FormatSize:	191	kBDownloadFax	Cover	Letter	Word	Template	is	a	cover	letter	format	that	can	be	faxed	to	the	people	for	whom	the	communication	is	intended.	This	letter	template	allows	customization	by	users.>	How	to	use	the	Word	Fax	Templates?The	MS	Word	Fax	Templates	can	be
used	in	multiple	ways.	They	can	be	easily	downloaded	by	the	users	free	of	cost.	After	downloading,	these	formats	allow	customization	to	suit	the	user’s	preferences	and	choice.	These	Fax	Cover	Templates	have	been	designed	in	a	simple	but	meaningful	manner	to	offer	ease	of	use	to	the	user.They	also	cover	the	complete	communication	intended	for
the	recipient	in	a	professional	manner.	The	Word	Fax	Templates	can	be	downloaded	by	the	users	as	many	times	as	required	by	them.Fax	Header	Word	Templatederby.gov.ukDetailsFile	FormatSize:	9	kBDownloadFax	Header	Template	Word	is	a	format	that	neatly	compiles	all	details	pertaining	to	the	sender,	receiver,	address,	and	name	of	the
company	sending	the	same	amidst	so	many	other	pertinent	data.Fax	Cover	Page	Word	Templateed.govDetailsFile	FormatSize:	51	kBDownloadFax	Cover	Page		Word	Template	is	more	of	a	cover	page	that	has	content	explaining	the	purpose	of	sending	the	fax.	It	is	a	simple	format	that	is	customizable	by	the	customers.Professional	Fax	Template	MS
Wordcdph.ca.govDetailsFile	FormatSize:	17	kBDownloadProfessional	Fax	Template	MS	Word	is	a	format	that	captures	the	content	to	be	communicated	to	a	recipient	in	a	professional	manner.	It	is	a	neat	format	that	allows	customization	by	users	.Confidential	Fax	Word	Templateclphs.health.mo.govDetailsFile	FormatSize:	105	kBDownloadPremium
Fax	Word	TemplateDetailsFile	FormatDownloadDocument	Fax	Cover	Sheet	Templatefiscal.treasury.govDetailsFile	FormatSize:	3	kBDownloadGeneral	Fax	Cover	Sheet	Word	Templatefreebies4ya.comDetailsFile	FormatSize:	118	kBDownloadIndustrial	Fax	Word	Templategoodwillnewark.comDetailsFile	FormatSize:	26	kBDownloadDepartment	Fax
Word	Templatewikileaks.orgDetailsFile	FormatSize:	31	kBDownloadBasic	Fax	Cover	Sheet	Word	Templatebren.ucsb.eduDetailsFile	FormatSize:	251	kBDownloadQuantum	Fax	Cover	Sheet	Word	Templatequantum.comDetailsFile	FormatSize:	8	kBDownload>	Who	benefits	from	the	Word	Fax	Templates?Everyone	who	communicates	with	others
through	the	fax	medium	benefits	from	the	Word	Fax	Templates.	The	Word	Fax	Templates	cover	almost	every	minute	detail	about	the	sender	and	the	receiver	and	the	intended	communication	meticulously.	This	makes	the	communication	more	effective	than	any	other	form	or	medium.	They	benefit	both	the	receiver	as	well	as	the	sender	through	the
high	clarity	levels.	You	can	also	see	Generic	Fax	Cover	Sheet	Templates.They	also	benefit	all	others	connected	to	the	receiver	and	sender	through	the	effective	communication	formats	they	provide.	Word	Fax	Templates	also	offer	ease	of	use	to	the	users	allowing	any	type	of	customization	to	be	done	to	suit	their	exact	requirements.Word	Fax	Templates
are	useful	templates	that	can	be	customized	by	the	users	to	suit	their	official	needs.	These	templates	enable	effective	and	precise	communication	between	people	in	two	different	ends.	The	clarity	of	communication	that	happens	through	these	templates	is	highly	professional	in	nature	benefitting	all	concerned	in	a	direct	manner.	Make	sure	your	fax
ends	up	in	the	hands	of	your	intended	recipient.	Use	a	fax	cover	sheet	with	all	the	essential	information.		It's	easy	to	convert	a	good	Word	letterhead	template	to	a	fax	template.	A	fax	cover	sheet	is	essential	to	convey	information	about	the	fax.	Its	purpose	is	reaching	its	intended	recipient	and	achieving	its	communication	goal.	But	why	create	a	fax
cover	sheet	from	scratch	when	you	can	easily	use	a	Microsoft	Word	fax	sheet	template	or	letterhead	template?	Start	with	a	high-quality	letterhead	template.	It'll	be	easy	to	convert	to	an	eye-catching	fax	cover	sheet	template.	In	this	post,	you'll	learn	where	to	find	some	of	the	best	free	fax	cover	sheets	for	Word.	Free	Word	fax	cover	sheet	templates	are
fine.	But	if	you	want	a	more	professional	look,	consider	the	premium	Word	templates	at	Envato	Elements	and	GraphicRiver.		A	premium	Word	fax	cover	sheet	template	is	also	the	better	choice	if	you	want	to	avoid	the	watermarks	embedded	in	some	free	templates.	Go	Premium	for	a	Professional	Look	Envato	Elements	has	an	irresistible	offer.	Get
unlimited	downloads	of	Word	templates	and	other	digital	assets	for	a	small	monthly	subscription.	You've	got	a	choice	of	millions	of	creative	assets,	each	one	with	a	simple	commercial	license	giving	you	broad	commercial	rights.	This	means	you	can	use	the	items	for	both	personal	and	work	projects.	Get	your	premium	templates	for	Word	from	Envato
Elements	or	GraphicRiver.	For	the	one-off	project,	look	to	GraphicRiver	as	an	option.	Here	you	can	find	premium	fax	cover	sheet	templates	for	Word—and	other	items	for	every	creative	project—on	a	pay-as-you-go	option.	Between	Envato	Elements	and	GraphicRiver,	you	can	find	all	the	digital	assets	you	need	within	your	budget.	5	Premium	Microsoft
Word	Fax	Cover	Sheet	Templates	(for	a	Professional	Look)	To	give	you	an	idea	of	what	premium	Microsoft	Word	fax	cover	sheet	templates	are	available,	we’ve	rounded	up	some	templates	from	Elements	and	GraphicRiver.	Use	these	for	fax	cover	sheets	as	well	as	other	business-related	materials,	such	as	letterheads	and	stationery:	1.	Word	Letterhead
With	Pop	Art	Make	your	fax	stand	out	from	a	pile	of	faxes	when	you	use	the	Word	Letterhead	with	Pop	Art	template	to	create	a	fax	cover	sheet.	This	template	is	particularly	suitable	for	creative	and	artistic	industries,	although	it	can	be	adapted	to	any	area.	Customize	this	fully	editable	template	to	make	it	truly	your	own.	Easily	change	everything	from
the	color	scheme	to	the	fonts	and	text	with	your	own	visual	branding	and	information.	Aside	from	Word,	this	A4-sized	template	is	also	compatible	with	Adobe	Photoshop	and	Adobe	Illustrator.	2.	Simple	Letterhead	Word	Template	For	a	more	corporate	look,	this	simple	letterhead	template	for	Word	makes	an	appropriate	basis	for	a	fax	cover.	This
template	can	be	edited	in	Microsoft	Word,	as	well	as	Adobe	PhotoShop	and	Adobe	Illustrator.	It’s	A4-sized,	print-ready,	and	comes	with	an	instruction	and	help	file	from	the	designer.	3.	Branding	Letterhead	Word	Template	Your	fax	cover	doesn’t	have	to	be	boring,	especially	if	you	build	it	with	the	Branding	Letterhead	Word	Template.	It's	got	four
color	options	and	includes	files	for	editing	in	Adobe	PhotoShop,	Illustrator,	and	Microsoft	Word.	Add	your	own	logo	and	edit	the	shapes,	icons,	fonts,	and	more.	This	template	is	in	A4	international	paper	size.	4.	Aberdeen	Corporate	Identity	Pack	For	a	consistent,	cohesive	look,	use	the	Aberdeen	Corporate	Identity	Pack	for	everything	including:
stationery	invoices	envelopes	business	cards	fax	covers	and	more	All	the	pieces	in	this	template	pack	are	fully	editable.	So,	you	can	smoothly	carry	your	corporate	identity	across	all	your	communication	documents.	5.	Corporate	Letterhead	With	Ms-Word	01	It’s	clear	why	this	template	pack	is	popular	in	GraphicRiver.	It's	a	clean	layout	and	design	that
can	easily	be	adapted	to	any	industry	and	corporate	use.	You	can	easily	use	this	template	to	create	a	neat	fax	cover	sheet.	It’s	editable	in	Microsoft	Word,	Adobe	Illustrator,	and	PhotoShop.	20	Top	Free	MS	Word	Fax	Cover	Sheet	Template	Examples	to	Download	(2022)	Before	looking	for	a	free	fax	cover	sheet	for	Word	template	on	the	web,	check
Envato's	free	offerings	first.	Try	out	various	premium	template	files	(not	always	[topic])	at	no	cost	to	you.	Each	month	Envato	Elements	offers	a	different	selection	of	free	files	for	you	to	try.	you	can	also	find	free	files	each	month	on	GraphicRiver.	Here's	the	deal:	Premium	Word	templates	are	outstanding	to	make	impressive	fax	cover	sheets.	But	if	you
absolutely	must	use	a	free	template,	here	are	a	few	to	begin	your	search.	1.	Business	Fax	Cover	This	non-nonsense	template	for	Word	includes	all	the	information	you	need	to	include	in	a	fax	cover	sheet.	2.	Blue	Steps	Fax	Cover	This	free	fax	cover	sheet	template	for	Word	makes	a	visual	statement	through	a	series	of	blue	bars.	Aside	from	critical
transmittal	information,	it	also	provides	space	to	include	your	email	address,	website	URL,	and	other	contact	information.	3.	Purple	Graphic	Fax	Cover	This	Microsoft	Word	fax	cover	template	offers	a	bold	look	with	diagonal	stripes	as	a	background.	Change	the	font	and	colors	to	suit	your	visual	branding.	4.	Urgent	Fax	Template	11	This	is	a	no-
nonsense	fax	cover	sheet	template	with	plenty	of	space	for	a	summary	of	the	attached.	5.	Urgent	Fax	Template	14	This	free	fax	cover	template	was	created	specifically	for	urgent	faxes	requiring	immediate	attention.	The	simple	and	straightforward	design	won't	distract	attention	from	the	urgency	of	the	matter.	6.	Confidential	Fax	Template	10	This	is	a
free	fax	cover	sheet	template	designed	for	confidential	messages.	Space	for	the	most	essential	information	is	on	top,	while	the	bottom	half	provides	ample	space	for	a	summary.	7.	Confidential	Fax	Template	15	Here’s	another	free	Word	template	for	a	fax	cover,	made	specifically	for	confidential	communications.	8.	Modern	05	Fax	Cover	Sheet
Template	The	Modern	05	fax	cover	template	for	Word	commands	attention	with	a	solid	arrow	on	top	of	the	page.	A	row	of	dots	over	the	message	section	adds	visual	interest.	9.	Modern	09	Fax	Cover	Sheet	Template	for	Word	Here’s	another	free	fax	cover	sheet	in	Microsoft	Word	format.	The	design	is	modern	and	readable.	10.	Non-profit	Fax	Sheet
Template	Designed	especially	for	non-profits	this	free	fax	cover	sheet	features	a	graphic	of	paper	doll	chains.	11.	Business_01	MS	Word	Fax	Cover	Page	This	basic	fax	cover	sheet	template	offers	simplicity	and	clarity	for	a	variety	of	business	uses.	12.	Education	Microsoft	Word	Fax	Cover	Template	For	those	in	the	field	of	education,	this	free	fax	cover
sheet	template	for	Word	is	appropriate.	The	graphic	of	an	apple	and	graduation	cap	makes	that	crystal	clear.	13.	Basic	Printable	Fax	Cover	Sheet	for	Word	As	the	name	suggests,	the	Basic	Printable	Cover	Sheet	template	covers	all	the	essentials	of	a	fax	cover.	It	also	includes	checkboxes	to	show	whether	the	fax	is	urgent	and/or	if	a	reply	is	requested.
14.	Blank	Cover	Sheet	Fax	Template	with	Company	Name	Blank	Cover	Sheet	with	Company	Name	provides	a	space	to	type	in	your	company	name.	The	rest	of	the	sheet	allows	you	to	fill	in	the	necessary	information,	such	as	the	recipient’s	name	and	the	total	number	of	pages	of	the	faxed	document.	15.	Simple	Fax	Cover	Sheet	This	basic	fax	cover
sheet	template	features	the	word	“Fax”	outlined	in	large	letters.	There’s	also	plenty	of	space	for	all	the	essential	information	you	want	to	convey.	16.	Professional	Fax	Cover	Sheet	Template	for	Word	For	corporate	faxes,	this	free	fax	cover	sheet	with	a	globe-like	sphere	may	be	used.	It	also	includes	checkboxes	to	indicate	the	action	you	want	the
recipient	to	take.	17.	Tree	Fax	Cover	Sheet	for	Word	For	some	work	or	personal	uses,	this	free	fax	cover	sheet	may	be	suitable.	It’s	accented	by	a	clipart	of	a	tree	and	grass.	18.	Cursive	Large	Print	MS	Word	Fax	Cover	Sheet	The	large	cursive	font	on	this	fax	cover	sheet	for	Word	makes	it	appropriate	for	informal	communications.	19.	Confidential	Fax
Large	Print	Fax	Cover	Sheet	This	is	another	free	fax	cover	sheet	template	for	confidential	faxes.	It	includes	a	Confidentiality	Notice	at	the	bottom	of	the	page.	20.	Fax	Cover	Template	for	Word	Here’s	another	basic	fax	cover	template	for	Word	that’ll	work	in	any	work	or	personal	communications.	The	bold	bar	on	top	gives	its	simple	design	a	point	of
emphasis.	5	Quick	Tips	To	Make	Great	Fax	Cover	Sheets	in	Word	2022	No	matter	which	Word	fax	template	you	use,	there	are	a	few	tips	to	keep	in	mind	to	ensure	the	most	effective	and	efficient	communication.	Below	are	five	ways	to	make	awesome	fax	cover	sheets	using	Microsoft	Word:	1.	Include	the	Most	Essential	Information	The	purpose	of	a	fax
cover	sheet	is	to	ensure	the	rest	of	the	fax	reaches	your	intended	recipient.	To	do	this,	the	fax	cover	sheet	should	include	the	following	information:	Recipient’s	name	and	fax	number.	Especially	if	you’re	sending	the	fax	to	a	large	organization,	it	can	easily	get	lost	or	ignored	if	it’s	not	clear	whom	the	fax	is	for.	Sender’s	name	and	contact	information.
Also	include	your	company	name,	fax	number,	telephone	number,	and	email	address	so	the	recipient	knows	how	to	respond	to	you.	Total	number	of	pages	attached.	This	helps	the	recipient	verify	that	they’ve	received	all	the	pages	you	intended	to	send.	Date	and	time	of	transmission.	This	is	particularly	important	for	time-sensitive	information.
Message.	Add	a	short	message	or	summary	of	the	fax	to	give	proper	context.	2.	Keep	It	to	One	Page	The	fax	cover	sheet	shouldn’t	be	more	than	one	page	long.	Any	more	than	that,	and	you’ll	be	taking	the	recipient’s	attention	away	from	the	main	communication.	Also	be	mindful	that	everyone	is	busy,	so	cut	out	anything	that	isn't	essential.	Your	fax
cover	sheet	shouldn't	be	longer	than	one	page.	3.	Use	a	High-contrast	Design	Fax	machines	are	notorious	for	distorting	the	transmitted	image.	Besides,	you	never	know	if	the	receiver’s	machine	is	running	low	on	toner!	Increase	your	chances	of	sending	a	clear	fax	by	choosing	a	fax	cover	template	with	a	high	contrast	and	uncluttered	design.	It	should
be	easy	to	read	and	scannable.	4.	Stick	to	Legible	Fonts	Whichever	Word	template	you	choose,	use	fonts	that	are	simple	and	legible.	A	fax	cover	sheet	isn't	the	right	place	to	experiment	with	unusual	fonts	that	make	your	message	hard	to	read.	Stick	to	conventional	fonts	with	tried-and-true	legibility.	Simplicity	is	key.	5.	Remember	Your	Branding
Premium	Word	templates	are	fully	customizable	so	you	can	reflect	your	branding.	The	fax	cover	letter	is	part	of	your	organization’s	overall	branding.	It	should	be	visually	coherent	with	your	other	communication	and	marketing	materials.	So,	choose	a	fax	cover	template	that	allows	you	to	include	your	company	logo,	name,	and	other	identifying	design
elements.	By	following	these	tips,	you	can	create	a	fax	cover	sheet	in	Word	that	achieves	its	purpose:	getting	the	fax	to	the	right	person	and	achieving	the	response	you	need.	Discover	More	Top	Microsoft	Word	Template	Designs	Many	Microsoft	Word	template	designs	are	available	for	all	your	personal	and	work	projects.	To	help	you	find	impressive
Word	templates	for	your	other	communication	needs,	check	out	these	roundups:	20	Best	Free	Sign	In	&	Out	Sheet	Word	Templates	to	Download	2022	20	Best	Free	Professional	MS	Word	Business	Report	Templates	to	Download	2022	Best	of	2022:	28+	Microsoft	Office	Word	Document	Templates	to	Download	Now	20	Best	Free	Microsoft	Word
Corporate	Letterhead	Templates	(Download	2022)	Learn	More	About	Making	Great	Word	Documents	in	2022	You	can	create	any	document	you	need	in	Word,	for	both	personal	and	work	projects.	Our	MS	Word	tutorial	guide	will	help	you	make	the	most	of	Word’s	powerful	features.	Here	are	a	few	tutorials	that	go	deeper	into	how	to	make	the	most	of
this	feature-rich	desktop	printing	application:	How	to	Quickly	Format	Basic	Text	Styles	in	Microsoft	Word	Documents	How	to	Make	Awesome	Page	Layout	Designs	in	Microsoft	Word	(+Video)	How	to	Change	the	Default	Font	in	Microsoft	Word	(+	Best	2020	Font	Styles)	A	Branded,	Effective	Fax	Cover	Sheet	at	Your	Fingertips	If	you’re	in	one	of	those
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