Letter of Transmittal
Company Name

	To:
	Recipient’s Name	Date:
	Click here to enter a date.
	

	
	Project Number:
	


							
Attention: Click here to enter text. If enclosures are not as noted, please notify our office.                                   
[bookmark: _GoBack]Sender’s Name: Sender’s Name
Title/Position of Sender: Title/Position of Sender
Sender’s Address: Sender’s Address
Telephone: Telephone
Position of Sender: Position of Sender.

Recipient’s Name: Recipient’s Name

Recipient’s Title/ Position: Recipient’s Title/ Position
Recipient’s Organization Name: Recipient’s Organization Name
Recipient’s Street Address: Recipient’s Street Address
Dear Mr. [Write Recipient’s Name] 
· Introductory paragraph will contain title and purpose of writing the letter and the accompanying report or other document.
· Body paragraph will contain information about methods used for making the report if important.
· Third paragraph will be conclusion paragraph.

With this letter I am transmitting the dossier of Dr. (insert candidate’s name) , a candidate for promotion to (insert rank)	 [with tenure] (include “with tenure” if appropriate).  Dr. (insert candidate’s name) ’s materials should be reviewed by the (insert area name for university review committee) Committee. 
If you have any questions on these matters, please contact (principal contact) at (phone number)

Sincerely,
______________________________ 
Signature of Designated Official Date
