Date

Name of Contact Person 

Title of Contact Person

Address of Client

Dear Name of Contact Person,

Begin paragraph one…Remember your letter of transmittal should 1) explain the title of the enclosed proposal, 2) denote the research completed to produce the proposal, and 3) outline a guide to help the client follow the major sections of your proposal. Also, note that you are requesting a response to the proposal within a week of its delivery date. Your letter should not be more than one page long. You should keep the letter in full-block format and should be certain that the font remains Times New Roman—for readability purposes. 

Next paragraph if needed.

Sincerely,

Your Name

Your Contact Information

enclosure: “Title of your Proposal”

cc: Professor Amy C. Kimme Hea

