
Report Submission Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am pleased to submit my report titled "[Report Title]" for your review. This report outlines 

[briefly describe the purpose and content of the report]. 

Outline of the Report: 

• Introduction: [Brief description] 

• Methodology: [Brief description] 

• Findings: [Brief description] 

• Conclusion: [Brief description] 

• Recommendations: [Brief description] 

I hope that the information provided in this report meets your expectations. Please feel free to 

reach out if you have any questions or need further clarification regarding any aspect of the 

report. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 



[Your Title or Position] 


