Formal Letter of Transmittal for Business Report

Subject: Submission of Annual Business Report

Dear [Recipient's Name],

| am pleased to submit the Annual Business Report for the fiscal year [Year], as requested by the
Board of Directors. This report provides a detailed account of the companya€™s performance,
including financial statements, strategic initiatives, and future projections.

The purpose of this letter is to formally transmit the document for your review and consideration. |
kindly request that you go through the report before our scheduled meeting on [Date] so we can
discuss the findings and next steps.

Should you require any clarifications, | would be happy to provide further details.

Sincerely,

[Your Name]

[Your Position]
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