
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Department/Institution Name]  

[Institution Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Submission of [Document Title/Type]  

I hope this message finds you well. I am writing to formally submit 

[brief description of the document, e.g., my thesis, research proposal, 

etc.], titled "[Document Title]," for your review.  

[Optional: A short paragraph providing context or background information 

about the document and its significance].  

Enclosed with this letter are the following documents:  

1. [Document Title]  

2. [Any additional documents if applicable]  

Thank you for considering my submission. I look forward to your feedback 

and am happy to provide any further information if necessary.  

Sincerely,  

[Your Name]  

[Your Position/Title, if applicable]  

[Your Institution/Organization, if applicable] 


