[Company Name]

	To:
	
	Date:
	

	
	
	Job No.
	

	
	
	
	

	
	
	
	

	
	
	
	

	Attn:
	

	
	
	
	

	Project/Subject:
	

	

	Please Be Informed That We Are:

	
	Enclosing    
	
	Surveyors Report(S)

	
	Forwarding Separately
	
	Legal Description(S)

	
	Per Your Request
	
	Field Notes[ ]Copies [ ] Originals

	
	No. Of Copies  
	
	Proposal(S)

	
	Other
	

	

	More Fully Described As Follows:
	

	

	For Your:
	
	
	

	
	Use
	
	Information

	
	Approval
	
	Action

	
	File
	
	Others
	

	

	Materials Forwarded By:

	
	Our Messenger  
	
	Express Mail

	
	Your Messenger
	
	UPS

	
	First Class Mail
	
	Certified Mail

	
	Special Delivery
	
	City Delivery

	
	Other
	

	

	Copies To:
	
	
	

	
	
	By:
	


[Address (  State, State  Zip Code  (  Phone  (  Fax]

