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Fax typing guide

When typing a fax, follow this page as a guide. This page is an example of the typical format for a fax cover sheet. The clean and organized structure of the flush-left format gives your business communications a highly professional profile.

Set the left margin of the page at 2.0” and right margin at 1”. Begin the date 2.5” down from the top of the page. Use Arial or Times at 12 pt with 18 pt leading with a paragraph space after of 6 pt. Do not indent at the beginning of paragraphs, and always skip one line between paragraphs.
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Vancouver, BC Canada V6T 1Z1
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CONFIDENTIAL NOTICE: This transmission and the documents accompanying it contain confidential information, and 
are intended only for the use of the specific individual or entity to which it is addressed. If you have received this transmission 
in error, please notify us immediately by telephone and return the original transmission to us by mail.



If you do not receive ALL the pages shown as being transmitted or if you have other queries regarding this transmission, 
please contact the sender. THANK YOU.
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Standard Letterhead Front



Size
8.5" x 11"



Paper Stock
Neenah Enviroment FSC
Ultra Bright White Smooth
24# Writing



Colour
UBC Blue: PMS 282



1 UBC Full Signature
3.385" wide
1_2016_UBCStandard_
Signature_Blue282PMS.eps



2 Faculty or O�ce
7.5pt Whitney SemiBold
Leading 9.5 pt
Tracking 10



3 Location
7.5pt Whitney Book
Leading 9.5 pt
Tracking 15



4 Department
7.5pt Whitney Book
Leading 9.5 pt
Tracking 15



5 Program, Group or Institute
7.5pt Whitney Book
Leading 9.5 pt
Tracking 15



6 Address
7.5pt Whitney Book
Leading 9.5 pt
Tracking 15
Use line two as required.



7 Phone
7.5pt Whitney Book
Leading 9.5 pt
Tracking 15



8 Fax
7.5pt Whitney Book
Leading 9.5 pt
Tracking 15



9 Web URL
7.5pt Whitney Book
Leading 9.5 pt
Tracking 15



10 Fine Rule
0.5pt
6.5" wide



11 Fax type
9pt Whitney Book
Leading 24 pt
Tracking 15



12 Confidential notice
9pt Whitney Book
Leading 12 pt
Tracking 15
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Fax typing guide



When typing a fax, follow this page as a guide. This page is an example of the 
typical format for a fax cover sheet. This clean and organized structure of the 
�ush-left format gives your business communications a highly professional 
pro�le.



Set the left margin of the page at 2.0” and the right margin at 1“. Begin the 
date 2.75” down from the top of the page. Use Arial or Times at 12 pt with 
18 pt leading with a paragraph space after of 6 pt. Do not indent at the 
beginning of the paragraphs, and always skip one line between paragraphs.











