
The transmittal letter provides the recipient with a specific context in which to place the larger document 
and simultaneously gives the sender a permanent record of having sent the material. Transmittal letters are 
usually brief. The first paragraph describes what is being sent and the purpose for sending it.  Transmittal letters 
call the reader’s attention to the accompanying document (e.g., what a report is about and why it’s been 
written), helping to establish a courteous and professional tone. 
 
Common Features 
The basic organization of a letter (or memo) of transmittal looks something like this: 
 
*Format/Formal Block Letter--Use the address of the team’s contact person as the heading, and write it 
under his or her name and signature (not the entire team’s – their names will appear on the title page of the 
report.) Even if someone else on the team drafts the letter, it should come from the team’s representative, 
written on behalf of the entire team.  (You can also use the address of the classroom.) 
 
1. Tell the reader what you’re sending or submitting and why. 
For example: because it was requested by the recipient by a certain date, because you’re seeking feedback or 
approval, or because you are submitting completed work. 
 
2. Summarize the main points, purpose, or otherwise describe the content of the document. If this is information 
the recipient already has, then this section will probably be brief, and may be combined with #1. 
 
3. Include any special information that would help readers understand, navigate, or respond to the document. 
For example, you might direct their attention to sections that deviate from an agreed-upon plan, or that you 
have questions about. 
 
4. Tell the reader what will happen next. Will you do something? Do you need a response in order to proceed 
with the project? If you do want the reader to act, specify the information you need and, if appropriate, give a 
deadline. Be sure to phrase your request with an appropriate level of politeness for the situation (e.g., you usually 
don’t want to order your boss to do something). 
 
5. End with a positive, forward-looking closing (Thank you for...I look forward to ...) or Acknowledgement of 
any   
    particular help 
 
Conventions 
1. Not usually a lengthy document (1 page or so). 
 
2. May have a slightly less formal tone (uses "I") than the report proper. 
 
3. Addresses issues surrounding the completion of the report: any unexpected difficulties or successes, for 
example, or possibly the need for further study. 
 
4. Acknowledges the assistance of those who have helped (interviewees, etc.). 
 
5. Concluding paragraph typically contains one or more of the following: 
 
Thanks the person requesting (or usually the contact person) the report for the opportunity to investigate the 
issue. 
Suggests that the recipient contact the writer if there are any questions. 
Provides contact information for follow-up information. 
 



*When we submit written or tangible products in the workplace, we usually want others to think well of our 
work. Because a transmittal letter may be read (or at least glanced at) first, you have a chance to shape how the 
recipient reads or interacts with the attached document.  
 
When you influence the way readers interpret and respond to your work in this way, you are mediating their 
reception of it. In a workplace setting, this might mean giving your boss or coworker information that helps 
explain why the document you’re submitting deviates from what you had sketched out in an earlier proposal, or 
it might direct their attention to sections of the document that particularly need their feedback. 
 
Transmittal letters have important secondary purposes, such as building goodwill and showing readers that you 
are working conscientiously on projects they value. 
 


