Letter of Transmittal
Free template and a complete example from all-docs.net. No signup required. A transmittal letter introduces the document you are sending and gives the reader context.
Template
[Your Name]
[Company]
[Address]
[Email]  |  [Phone]

[Date]

[Recipient Name]
[Title]
[Company]
[Address]

Dear [Mr./Ms. Surname]:

RE: [DOCUMENT TITLE]

Please find enclosed [the document], which [who requested it or why you are sending it]. [One line on what the document covers.]

[Optional: point the reader to the one or two things that need their attention, with section or page references.]

[Next step: offer to answer questions or meet, and give your availability.]

Thank you for [the opportunity / your time].

Yours sincerely,
[Signature]
[Your Name]
[Title, Company]
Enclosure: [document name and length]
Filled example (report transmittal)
Grace Okonkwo
Delta Engineering Ltd
14 Marina Road, Lagos, Nigeria
grace.okonkwo@example.com  |  +234 80 5555 0176

22 July 2026

Mr. Anthony Bello
Project Director
Harbourside Developments
5 Wharf Street, Lagos

Dear Mr. Bello:

RE: STRUCTURAL SURVEY REPORT, HARBOURSIDE PHASE 2

Please find enclosed the structural survey report for Harbourside Phase 2, which your office commissioned on 3 June. The report sets out our findings on the foundation and load-bearing walls, and our recommendations for remedial work before construction resumes.

Two findings need your early attention: the drainage under Block C (section 4.2) and the load rating of the east retaining wall (section 5.1). We have flagged both as priority items with cost estimates in Appendix B.

We would be glad to walk your team through the report. I am available for a meeting in the week of 28 July, and you can reach me on the details above with any questions.

Thank you for the opportunity to carry out this survey.

Yours sincerely,
Grace Okonkwo
Lead Structural Engineer, Delta Engineering Ltd
Enclosure: Structural Survey Report (32 pages)

Names, addresses, phone numbers and email addresses in the examples above are fictional. Replace every one of them with your own before you send anything.
Free template from all-docs.net/business-formal-letters/transmittal-letters/
