
Letter of Transmittal for Finance

[Your Company/Organization Name]
[Your Address]

[City, State, ZIP Code]

[Date]

[Recipient’s Name]
[Recipient’s Job Title]

[Recipient’s Company/Organization Name]

[Recipient’s Address]

[City, State, ZIP Code]

Subject: Submission of Financial Documents

Dear [Recipient’s Name],

Enclosed, please find the financial documents for [specific purpose, e.g., “audit,” “loan

application,” “reporting for Q4 2023”]. The submission includes [list key documents, e.g.,

balance sheets, income statements, cash flow statements, etc.].

These documents have been prepared in accordance with [applicable

regulations/standards, e.g., GAAP, IFRS], and are provided for your review and

necessary action. Should you have any questions or require additional information, feel

free to reach out to me directly at [your phone number] or [your email address].

Thank you for your attention to this matter.

Sincerely,

[Your Full Name]

[Your Job Title]

[Your Contact Information]
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