Letter of Transmittal Sectioned Worksheet
A section-based alternative with writing lines, check items and a review area.
Basic information
Sender: ______________________________________________________________________
Recipient: ______________________________________________________________________
Date: ______________________________________________________________________
Subject: ______________________________________________________________________
Details and review
Project reference: ______________________________________________________________________
Documents transmitted: ______________________________________________________________________
Purpose: ______________________________________________________________________
Required action: ______________________________________________________________________
Completion
Due date: ______________________________________________________________________
Enclosures: ______________________________________________________________________
Contact information: ______________________________________________________________________
Signature: ______________________________________________________________________
Final check
☐ Information reviewed
☐ Supporting records attached
☐ Approval completed
Prepared by: ______________________________________________________________________
Review date: ______________________________________________________________________
Alternate sectioned template - verify all information before use




