
Letter of Transmittal Form 
 
Offeror Name: ___________________________________ 
Items #1 to #6 EACH MUST BE COMPLETED IN FULL Failure to respond to all seven items WILL RESULT IN THE 
DISQUALIFICATION OF THE BID! 
 
1.  Identity (Name) and Mailing Address of the submitting organization:  

____________________________________________________________________________ 
____________________________________________________________________________ 
____________________________________________________________________________ 

 
2.  For the person authorized by the organization to contractually obligate on behalf of this Offer: 

Name _______________________________________________________________________  
Title ________________________________________________________________________ 
E-Mail Address ________________________________________________________________ 
Telephone Number ____________________________________________________________ 

 
3.  For the person authorized by the organization to negotiate on behalf of this Offer: 

Name _______________________________________________________________________  
Title ________________________________________________________________________ 
E-Mail Address ________________________________________________________________ 
Telephone Number ____________________________________________________________ 

 
4.  For the person authorized by the organization to clarify/respond to queries regarding this Offer: 

Name _______________________________________________________________________  
Title ________________________________________________________________________ 
E-Mail Address ________________________________________________________________ 
Telephone Number ____________________________________________________________ 
 

5.  Use of Sub-Contractors (Select one) 

□ No sub-contractors will be used in the performance of any resultant contract OR 

□ The following sub-contractors will be used in the performance of any resultant contract: 
_____________________________________________________________________________ 
(Attach extra sheets, as needed) 

 
6.  Please describe any relationship with any entity (other than Subcontractors listed in (5) above) who will be used in 
the performance of any resultant contract.   
 

______________________________________________________________________________ 
(Attach extra sheets, as needed) 

 
 
 
 
__________________________________________________       _____________________, 20______ 
Authorized Signature and Date (Must be signed by the person identified in item #2, above.) 


