
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: JTPS Report Submission  

I hope this letter finds you well.  

I am writing to submit the JTPS report for [specific project or period], 

which outlines [brief description of the report's content or purpose]. 

This report includes [key sections included in the report, e.g., 

findings, analysis, recommendations].  

Please find enclosed [or attached] the report for your review. I believe 

that the findings will provide valuable insights into [brief mention of 

what the findings address or contribute to].  

Should you require any further information or clarification regarding the 

report, please feel free to contact me at [your phone number] or [your 

email address].  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Organization] 


