Date: [Insert Date]

[Your Name]

[Your Company Name]
[Your Address]

[City, State, Zip Code]
Email: [Your Email]
Phone: [Your Phone Number]
[Recipient Name]
[Recipient Company Name]
[Recipient Address]

[City, State, Zip Code]

Subject: Project Documentation Submission for [Project
Name]

Dear [Recipient Name],

We are pleased to submit the documentation for the [Project Name] as part of our contract
agreement dated [Contract Date]. Please find the attached documents that include:

e [Document 1]
o [Document 2]
e [Document 3]
Should you need further information or clarification, please do not hesitate to contact me.
Thank you for your attention to this matter.
Sincerely,
[Your Name]

[Your Title]

[Your Company Name]



