Transmittal

Document Submission & Transfer Form

CORRESPONDENCE
TYPE
What is a Transmittal?

A Transmittal is a cover form used when sending documents, drawings, or deliverables from one party to

another. It acts as an official record of what was sent, when, and by whom, ensuring full accountability and
traceability throughout a project lifecycle.

Document Code: TRM-XXXX

Transmitted By: Sender's Name / Company

Transmitted To: Recipient's Name / Company

Project Name: Associated project title

Transmittal No.: Sequential number for tracking

Date: Date of transmission

Purpose: For Approval / For Review / For Information / For Record

Key Elements of a Transmittal

e Transmittal Number — Unique sequential identifier

 Project Reference — Ties the transmittal to a specific project

* Document Schedule — List of attached documents with revision numbers
e Purpose Code — Indicates action required (Approval, Review, Information)
¢ Remarks — Any instructions or notes for the recipient

e Authorised Signature — Sign-off by the issuing party

« Acknowledgement Section — For the recipient to confirm receipt

Common Uses

« Submitting design drawings or engineering documents




« Delivering contractual deliverables to clients
 Forwarding vendor documents for review and approval

 Transferring documents between project teams
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