
HOW TO WRITE A LETTER OF TRANSMITTAL FOR A FORMAL REPORT

A transmittal or cover letter accompanies a larger item, usually a document. The following document is an example of a
formal transmittal letter accompanying.

Identify the contents of the package you send when sending a bid, proposal, or quotation in response to a
request. The letter should include your contact information, as would any business letter. If you want to add
additional information, such as sales-oriented language or a detailed explanation, use the three-paragraph
letter. Go to court with confidence! See pp. They also accompany contracts with signatures. To allow the
reader to anticipate the conclusions and recommendations made in the last part of the report. You should also
use the three-paragraph letter if you need to request some sort of action or a response from the recipient. You
will with our letter-writing guides! This rule applies to ALL formal letters, including letters of application.
The letter puts the document in context. Thanks for your help. See p. If anyone deserves a share of the credit,
mention that person by name. Usually the Letter is not bound into the report; it is inserted loose between the
title page and the Summary. What is a transmittal letter? A letter of transmittal will typically conclude with
thanks to the person requesting the report. Concluding paragraph typically contains one or more of the
following: Thanks the person requesting the report for the opportunity to investigate the issue. Don't use
abbreviations "St. To alert the reader s to the following: Issues or discrepancies that might exist between the
proposal and the report Decisions made about the project made after the initial proposal Changes of format,
changes of direction, research challenges, minor changes of research design, and so on. Unanticipated
difficulties occurred, regarding finishing the project. The analyst's conclusion is that South Florida is a
promising new market. Even if there are no surprises, you should provide enough background that the
recipient knows why they're getting the document. I kind of enjoyed doing it. If you simply want to convey
basic information about what is enclosed and why you are sending it, use the brief letter. Dear Ms. Even if you
are working collaboratively on the final project for the class, you will still need to turn in an individual
executive summary and letter of transmittal. Rather than send the document cold, you attach a letter of
transmittal. You may use the all-numeric date example: 10 21 if you wish. A letter of transmittal is mostly
used when you're communicating with people outside of your organization, even if they're aware that you're
working on the report. It should be short, and only one page, or perhaps, two pages. How to Write the Letter of
Transmittal Use standard business format for the letter. Choosing the Best Letter Version Decide whether to
use the brief letter or the longer, three-paragraph letter based on your objective. It's particularly useful when
the accompanying document contains surprises: The project departed from the original proposal or
assignment. You had to make a minor change of research design. Letters of transmittal provide the opportunity
to remind a reader of a report title and to highlight points of interest. That could be your supervisor, crew
chief, or project engineer. You should include the qualifications of those working with you in the Methods
section. The report reflects decisions that you or your team made after submitting the proposal. Jefferson: I'm
submitting a grant proposal in support of a research program on the Advantages to Using Seawater as a Power
Source. Proofread your letter carefully before sending to be sure there are no errors and that it clearly
communicates the point you want to convey. To introduce the report and provide a context for understanding
its issues: Identifies the specific subject of the report. A lot of writers tell the recipient to contact them if they
have any questions. This may take the form of simply suggesting that the recipient contact the writer for more
information if there are any questions. Learn step by step Choose choice phrases and sentences Create your
own, unique transmittal letters.


