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How to Get and Edit Fax Cover Sheet template



Open the Fax Cover Sheet template


Use PDFRun's PDF Editor and start filling out the sample template


Create a Free Account  on PDFRun to save your document


Export your document, Download, Print or Send your Document via Email





Fill and sign Fax Cover Sheet online and download in PDF.

OPEN TEMPLATE







What is a Fax Cover Sheet?


A Fax Cover Sheet acts as a cover letter that provides important fax-related information, letting the recipient identify the sender and determine the content of the fax and what to do with it. As a supporting report, it is a document that one sends with the fax. As the cover sheet, it is the first thing that a recipient sees and serves as a guide for him or her to understand the purpose of the received document. It may also contain information on whether the content of the fax is confidential or urgent.


Though sending a fax may seem old-fashioned, it is still one of the most reliable methods of transmitting documents using a fax machine, a device that is accepted worldwide. This method is more popular in places where internet service remains unreliable. Regardless of fax machines being seemingly obsolete, it is ideal in offices where access to computers or the internet is limited.


While there is no set standard on how a fax cover sheet should be, in general, it should contain the information of the recipient and the sender such as names and contact information, brief summary or description of the faxed document, the number of pages in the fax document, and other relevant information. In addition, it is usually simple, straightforward, and does not have any fancy design elements except when it is used by businesses where insertion of a company name and logo is necessary or as an invitation for special occasions.


A fax cover sheet needs to be organized and is easy to understand to avoid any issues or cause confusion with the recipients. While not all documents require a cover sheet, adding such a document would help recipients easily understand what the document is about and to whom it belongs.





How to fill out a Fax Cover Sheet?



Get a copy of Fax Cover Sheet template in PDF format.

GET A COPY







It is considered more professional to send a fax with a cover sheet. Moreover, including a cover sheet makes it easier for a recipient to get an idea about the received document. Also, when storing, files with a cover sheet are easier to locate.


Using PDFRun’s fax cover sheet template, you can create a cover document in minutes. Follow the guide below to fill out a fax cover sheet accurately when you need to send one.


Write the date when the document was sent and provide the number of pages including the cover sheet.


Recipient Section

Provide the following information of the recipient:


	Name
	Fax Number
	Phone



Sender Section

Provide the following information of the sender:


	Name
	Fax Number
	Phone



Subject asks for the subject of the document.


Depending on the important level of the fax, mark one of the following checkboxes:


	Urgent
	For Review
	Please Comment
	Please Reply
	Please Recycle



Comments Section is for additional instructions that you want to let the recipient know.



Start filling out a Fax Cover Sheet sample and export in PDF.

GET STARTED







Frequently Asked Questions About a Fax Cover Sheet


Is a Fax Cover Sheet necessary?


A Fax Cover Sheet is a single-page document that includes information about the sender, intended recipient, and other relevant data. When sending out a large number of faxes at once, it serves as a form of accountability for all involved parties. In most cases, you do not need to include a Fax Cover Sheet. However, using a Fax Cover Sheet may benefit you.





What are the benefits of using a Fax Cover Sheet?


There are several benefits associated with a Fax Cover Sheet, such as:


	Accountability — A Fax Cover Sheet provides a record of who sent the fax and when allowing both sides to confirm that they received it.
	Consistency — Using a Fax Cover Sheet standardizes your faxes, giving them an organized appearance. When everyone has one central fax number and cover sheet system, it makes finding information easier for everyone involved. In large offices, a Fax Cover Sheet may be pre-printed, allowing the fax machines to print out personalized cover sheets for each fax that goes through the office.
	Aesthetics — A Fax Cover Sheet can sometimes include a logo or other graphic design elements, making it more aesthetically pleasing than just plain text on the page. It can be helpful if you are sending faxes to clients or other business relationships.
	Breakdown of Sections — A Fax Cover Sheet can help break down the sections of your fax. Documents often look cluttered on the fax machine or computer screen, especially if multiple pages are involved. A Fax Cover Sheet can make it easier for you to find the information needed and avoid unnecessary clutter.






What is the difference between a Cover Letter and a Fax Cover Sheet?


A Cover Letter goes with a traditional paper document and accompanies it when being sent through the mail. A Fax Cover Sheet is used in place of a cover letter for fax purposes. It does not require a stamp in order to be sent, saves time in sending large batches at once, and provides accountability in case problems arise surrounding delivery or content.





What should I include in a Fax Cover Sheet?


In a Fax Cover Sheet, you should include the sender's contact information as well as the intended recipient's contact information. You can include additional information that will be helpful for your faxes if necessary. For example, you may want to list the document name or reference number so that it is easy to find and read on the receiving end of the fax.





What should I do if my Fax Cover Sheet is lost or unreadable?


If your Fax Cover Sheet becomes unreadable, you can always fax the cover sheet again to resend it. If your Fax Cover Sheet is lost or unrecoverable, you can either contact everyone on your list and provide them with the necessary information for each fax as necessary. It may be time-consuming, but it will ensure that your faxes are successfully received.





If you need to make changes to the content of the fax itself, you can reprint a Fax Cover Sheet containing the updated information of the fax. It ensures that everyone receives an up-to-date document without having to call or email for missing information.





You may also wish to keep a copy of the fax for your records if it contains important information regarding your business practices.


What types of faxes do or do not need a Fax Cover Sheet?


Faxes sent to a single known recipient and do not contain sensitive information will often not require a Fax Cover Sheet. You can either include your business contact information or, if you send faxes often enough, you may opt to create a pre-printed Fax Cover Sheet that includes this information.





If sensitive information is involved in your faxes, it may be a good idea to include a Fax Cover Sheet that lists the contact information of the sender and the receiver. It will ensure that if anything goes wrong, there is accountability on both ends.





What type of information should not be included in a Fax Cover Sheet?


Fax cover sheets can be helpful when trying to send faxes that contain vital information. It is often wise not to include anything personal in the content of your fax, but also keep in mind that any unnecessary contact information could give people access to something they should not have.





Examples of what to not insert into a Fax Cover Sheet include personal phone numbers or email addresses, home or work locations, and anything that could be used for unwanted purposes by the recipient or any third parties. You should also avoid using your fax number in place of your telephone number if it will cause problems when trying to contact you urgently.





Can I make my own fax cover sheet?


Yes, you can make your own fax cover sheet if you want to. It is often the case when important fax should be sent with all vital information available, but many other faxes are not sensitive enough to require a Fax Cover Sheet. It allows you to have more control over what goes out in your company's name so that it does not contain anything that could harm your business.





Does a Fax Cover Sheet go first or last?


A Fax Cover Sheet does not always have to be the first thing that a fax receiver sees. It may sometimes go last if it contains information about the entire fax, such as important contact details or business policies. Many fax cover sheets simply list who is sending the content and how to process it.





However, it is best to place a Fax Cover Sheet on the first page of a fax. This way, you will ensure that the receiver of your fax knows who they are supposed to receive a fax from without having to search through it for contact information.





How should a Fax Cover Sheet look?


It is recommended that your fax cover sheet looks professional but not too formal. You want to communicate effectively but avoid anything that may look suspicious. If your fax cover sheet is not entirely easy to read, a fax receiver may assume it is a scam and throw it away without reading the information inside.





One good way to reflect your business with a Fax Cover Sheet is to include your company logo somewhere on it. It gives the fax receiver an idea of who they are dealing with and says that you mean business.





Is there room for creativity in a Fax Cover Sheet?


Creativity is not always necessary, but if you want to experiment with a Fax Cover Sheet, you can start by including a small message of encouragement at the top. It may make the fax look more personal and give it a sense of humanity that may encourage your fax recipient to open and read it.





You should not get overly creative with a Fax Cover Sheet, or else it will be confusing for people who are used to a more traditional Fax Cover Sheet.





When should I use a Fax Cover Sheet?


Using a Fax Cover Sheet is necessary when you want important faxes containing sensitive data to be received correctly. A Fax Cover Sheet is mostly used for business purposes where legal or financial information must be included in faxes.





A Fax Cover Sheet can also be used for more personal reasons, such as sending out necessary contact details with a large group of faxes. You may use it when giving documents to people who are unfamiliar with faxing, so they know what to do if anything goes wrong in the process.





How to send a Fax Cover Sheet?


A Fax Cover Sheet is sent before the fax content, not after. If you place your Fax Cover Sheet at the end of a fax, it will overlap with the writing on the next page and become very confusing for both parties.





It is best to send out a Fax Cover Sheet first and then send the actual fax document to avoid confusion.





Do I need a cover page for my fax?


Yes, you may need a cover page for your fax, depending on what you are faxing. A cover page is also known as a Fax Cover Sheet or a fax sheet, and it contains brief contact information at the top of a document.





Cover pages are necessary for important faxes to be received correctly, although they can also be used for reasons such as adding contact details to bulk faxes. It is best to place your cover page at the top of the fax.





Can a Fax Cover Sheet be handwritten?


It is possible to handwrite a Fax Cover Sheet, but it is not recommended. If a fax recipient does not understand what they are looking at, they may toss away your fax in confusion.





If you choose to write your Fax Cover Sheet by hand, make sure that it remains legible and easy to read by anyone who gets your fax. You should at least use a thick pen or marker to make your writing more visible and avoid using cursive words that will take too long for an average person to read.





What does “Re” mean on a Fax Cover Sheet?


"Re" in a Fax Cover Sheet means "in reference to" or "in regard to." You should indicate whether a fax is in reference to a client, job, or other existing material. It helps the fax receiver figure out which documents are meant for them.





What does “ATTN” mean on a Fax Cover Sheet?


"ATTN" means "Attention." You can write this at the top of the fax, followed by the name of the person you are trying to reach. It helps your fax receiver immediately understand to whom your fax is intended.





What does “Confidential” mean on a Fax Cover Sheet?


"Confidential" means that the information inside is meant to be kept secret. You may use it when you are sending faxes with sensitive data in them, such as credit card numbers or confidential contact details.





You should also write "Confidential" on the fax itself to indicate that it is meant for one person only.





How do you address fax?


"Dear," "To the attention of," or "ATTN of" are all appropriate words to use in your Fax Cover Sheet. They are used to address faxes and can be used in combination with the name of the person you are faxing to.





For example, "ATTN: John Smith."





How can I send a fax from my computer?


Sending a fax from your computer is as simple as sending an email. You may fax through online services, such as those offered by eFax, which will allow you to send and receive faxes directly through your email address.





You can also use programs like Windows Fax and Scan if you prefer to keep everything on your computer.





What is the first page of the fax called?


The first page of the fax is called a Fax Cover Sheet. It is considered a cover sheet because it covers everything else in the document before it.





How do you send fax professionally?


Proper etiquette dictates that you should follow up every Fax Cover Sheet with a fax document. You should not send one without the other, as it can become confusing for both parties involved.





In addition to using formal language and being polite in your message, you should use a clear font that is easy to read and understand at a glance. You should also format your fax so that it is easy to scan and does not take up too many pages in the document.





What if I don't have a fax cover sheet?


If you do not have a Fax Cover Sheet, either because the fax machine you are using does not provide one or because you lost yours, you should write your name and telephone number at the top of the fax before you begin. Alternatively, you may send the fax without any cover sheet.





Does a Fax Cover Sheet need to be signed?


A signed Fax Cover Sheet is not mandatory, but it is a good idea. If you are faxing sensitive information, such as bank statements or confidential contact details, it is best to have someone sign the Fax Cover Sheet independently before sending them out.





You may also stamp your Fax Cover Sheet or include your company logo to make it look more legitimate.





Does a Fax Cover Sheet count as a page?


Yes, a Fax Cover Sheet is counted as a page. You should include the Fax Cover Sheet when you are calculating the total amount of pages in a fax, as it is just as important as any other page in the document.





What does “No answer” on fax mean?


"No answer" means that you have left a fax at the intended recipient’s office, but they do not have their fax machine on. It is called "no answer" because it shows that the fax was sent to them, but they did not see it or hear it come through.





You should write "No Answer" on your Fax Cover Sheet if you cannot reach someone by phone and need to send a fax instead. This way, the fax receiver will know that you intend for him or her to receive the information in the fax immediately and will not delay upon receiving it.





How do I know if my fax went through?


You may know if your fax went through by leaving a message on the person's telephone line. The fax receiver should pick up the phone and let you know that they received it, allowing you to move forward with completing your task.





If you are unsure whether the fax went through, do not send the document again. Chances are, it was received and is simply being processed now.





How do I send one fax cover sheet for multiple recipients?


If you need to send a Fax Cover Sheet with multiple recipients listed on it, you may do so by writing out their fax number individually in the fax fields. It will ensure that all parties receive a copy of the cover sheet and not send the same information twice.





How do I make sure my fax cover sheet goes through?


To increase the chances of your Fax Cover Sheet going through, you should avoid faxing to a company's mainline during off-hours. On average, fewer people are at work during the weekday evenings. It means that they may be less likely to answer their fax machines or too busy to check for simple fax.





You may increase the chances of your fax going through by scheduling your fax after normal business hours or on weekends when more people are available at that time. You can also get in touch with the person you wish to send a fax to and ask him or her if his or her office accepts faxes during the time that you wish to send one. You may also ask if he or she prefers faxes sent during certain hours and then follow their advice, as it is likely they would know best.





What should I do if my fax cover sheet gets cut off?


If your Fax Cover Sheet gets cut off or does not go through because the number of pages is over the allowed number, you should resend the Fax Cover Sheet to the intended recipient.





If your Fax Cover Sheet gets cut off because of a malfunction with your machine, you may ask for another copy from your desired fax receiver. The recipient may likely already received the first page of the fax by now and should be able to send it to you again.





How long is a Fax Cover Sheet?


A Fax Cover Sheet should never take up more than one page when it is sent to someone. It means that you should include all necessary information on the first page of your fax.





If your Fax Cover Sheet takes up more than one page, you should be mindful of each page's contents and have a separate Fax Cover Sheet for each document sent as opposed to adding all information onto a single cover sheet.





How long does it take to fax something?


Typically, it takes between six to seven minutes to send a fax. You may then expect to wait for up to 30 minutes for the fax to be received by its intended recipient.





You should keep in mind that when you are sending international fax, it could take longer depending on your location. You may be required to speak with an operator, wait for a dial tone, and enter the number before you are able to send your fax.





What is a fax number?


A fax number is a series of numbers assigned to the person you wish to send a fax to. If you receive a fax, it means that you have been assigned a fax number and will be able to receive messages at that number going forward.





It is important to check your recipient's fax number before pressing the send button. If you enter the wrong fax number, your fax will not be sent. You will need to enter each number correctly in order for it to be sent successfully. If you are sending a fax internationally, you should make sure that your destination country code is correct before pressing send.





What is fax?


Fax is a specific type of communication that allows any individual with a fax number to send documents, text messages, and other information quickly across long distances.





It is possible to send faxes for free or at a low cost using an online service or by using your phone's fax features. Fax Cover Sheets are used to keep faxes organized and provide the recipient with vital information, such as who it is coming from, when it was sent, and what pages are included.



Create a Fax Cover Sheet document, e-sign, and download as PDF.

EDIT DOCUMENT
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