Letter of submittal

The letter of submittal, or cover letter, that accompanies an engineering report is a business letter formatted in the normal way used for your company letters.  The objectives of the letter are:

· to say that the report is being submitted,

· to identify the occasion or the order or request which caused the report to be prepared,

· to emphasise any aspect of the report of particular interest to the recipient.

UW work reports (and  GenE 167 to have it in your template):

You must include a sentence, (modified to acknowledge joint work and adapted as necessary) which states, “This report has been prepared and written entirely by me and has not received any previous academic credit at this or any other institution.”

The letter can be quite short.  The following are suggestions.

In the first paragraph
· State the title or subject of the document. 

· State the reason it was prepared, such as in fulfilment of a contract or in response to a request from a superior.

In the final paragraph
· Optionally, offer to answer any questions that arise.

· Mention and possibly thank any person, or group that helped prepare the actual document, if that is of direct interest to the recipient.

Other possibilities

The middle paragraphs might state how conditions have changed from the original terms of reference to affect the contents or conclusions of the report.

Sometimes the most urgent or important conclusions or recommendations are mentioned in the letter.

This is sometimes the occasion to refer to, and to attach, your bill for professional services.

