
Letter of Transmittal For

Documents

James Peterson

Senior Project Manager

Dynamic Solutions Ltd.

456 Project Avenue

Tech City, Industry State 50022

james.peterson@dynamicsolutions.com

555-987-1234

July 4, 2024

Sara Lee

Operations Director

Innovative Tech Inc.

789 Innovation Drive

Market City, Commerce State 50033

Dear Ms. Lee,

I am writing to transmit the following documents as requested during our meeting on

June 20, 2024. These documents are intended to provide comprehensive information

on the specifications and implementation phases of the collaborative project between

Dynamic Solutions Ltd. and Innovative Tech Inc.

Enclosed, you will find:

1. Project Specifications Document - Detailed technical requirements and project

deliverables.

2. Implementation Timeline - Scheduled phases and key milestones for the

project.
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3. Non-Disclosure Agreement (NDA) - Agreement to ensure all shared

information remains confidential.

Please review these documents at your earliest convenience. The NDA needs to be

signed and returned by July 10, 2024, to proceed with the project kickoff planned for

July 15, 2024. If there are any issues, or further information is required, please do not

hesitate to contact me directly at 555-987-1234 or via email at

james.peterson@dynamicsolutions.com.

Thank you for your attention to these materials. I look forward to your response and any

further action that may be required.

Sincerely,

James Peterson

Senior Project Manager

Dynamic Solutions Ltd.

Copyright @ SampleTemplates.com

https://www.sampletemplates.com/

