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DATE: June 2, 2004 

 

To: John Q. Public 

Company: XYZ Communications 

City/State: City of OZ/KS 

Facsimile #: (XXX) 123-4567 

Telephone #: (XXX) 123-9876 

E-Mail Address:  

 

From: Jane Smith 

Title: Information Manager 

Facsimile #: (509) 375-1234 

Telephone #: (509) 375-5678 

E-Mail Address: jq_public@pnl.gov 

 
Transmittal Consists of [ 1] Page(s) including cover page. 

COMMENTS: To open a PNNL template, place the cursor on “File” on the menu bar, click and slide the arrow down to 
“New,” select the PNNL tab in the dialogue box that opens, then select PNNL_Facsimile_Template.dot, which will 
open up the new fax template.  The current date will be automatically inserted.  Press Tab to go from field to field and enter 
information as prompted.  You have the option of checking the box to save sender information as the default.  The “Comments” 
section is used to reference what information you are sending and why you are sending it.  An example is: “The following is the 
information you requested per our phone conversation this morning.”  It is a good idea to keep the fax and the transmission 
receipt together in your Letterbook. 
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