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	name of company


facsimile transmittal sheet

	to:
	
	from:

	Recipient of fax
	
	Name of person sending the fax

	company:
	
	date:

	Company or organisation the recipient works for
	
	2017/10/13

	fax number:
	
	total no. of pages including cover:

	Their fax number
	
	Number of pages sent so that the recipient can control that all the pages were received

	Phone number:
	
	sender’s reference number:

	Their phone number
	
	The reference number of the person sending the fax

	Re:
	
	Your reference number:

	Subject of fax
	
	The recipient’s reference number
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