
Technical Report Submission 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

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

covers [brief description of the report topic, objectives, and key findings]. 

The report aims to provide insights and recommendations that align with our shared goals of 

[mention the common objectives or interests]. We believe that your industry expertise will be 

invaluable in evaluating our findings. 

Attached to this letter, you will find the complete report along with any supplementary materials 

necessary for your review. We request your feedback and insights by [insert feedback deadline]. 

Thank you for considering our submission. We look forward to your valuable feedback. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


