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123 BLDG ADDRESS 
4700 KEELE ST.
TORONTO ON
CANADA  M3J 1P3
T 416 
EXT 
F 416 
@yorku.ca
yorku.ca

	Fax
To:	
From:	
Fax:	
Date:	June 26, 2020
Subject:	
No. of Pages:	

About this Document
· This document is formatted using a simple layout table with non-printing borders. To see the table grid, select Table Tools Layout > View Gridlines (Table group).
· The York logo and crest will appear on the first page only.
· Contact information appears in the left-hand cell. Do not add anything else to the left-hand cell, and ensure it remains exactly 1.5” wide.
· Content for your fax appears in the right-hand cell. It can extend across more than one page. Add page numbering to the footer if necessary.
· To distribute this document electronically, convert it to a PDF file—this will ensure that the alternative text for the images is accessible.
To make a reusable template
Print out and then delete these instructions before editing and saving your template.
1. Edit the contact information in the left column below the York logo. Just click on the generic text and type in your own information.
2. Add/edit any other standard information you may need for every fax.
3. Save the file as a reusable template:
a. Select File > Save As
b. In the “Save as type” dropdown, choose “Word Template”
c. Name the template YorkU_Fax2020
d. Click Save
To create a new document:
1. Select File > New > My Templates
2. Click on your fax template, then click OK.
3. To write your fax, click on the generic text placeholders and type in your own text.
For help and support
You can get assistance using the York templates from the Centre for Staff Development & Technical Learning. Visit their blog site at csdtl.info.yorku.ca for helpful resources and contact information.
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