
Sample Letter of Transmittal

A Letter of Transmittal is used when the individual is well known to the department, such as a former graduate student now taking a PostDoc position, and looks very much like a letter of offer and a letter of recommendation combined.  It's usually signed by the department chair or center director and is only a couple paragraphs, along the lines of...
LETTER OF TRANSMITTAL
This will serve as a letter of transmittal requesting permission to hire Dr. X as a [title] in the Department of [department] beginning [date]. Dr. X will teach the graduate courses in ---  [for the remainder of this paragraph, briefly describe what the doctor will do in the department.]
Dr. X has extensive experience in [what he'll be doing].  Dr. X has a proven record in [research or whatever] and his academic achievement and scholarship are well known to the Department of [department]. Thus, I believe he will be able to give our students the benefit of many years of practical experience in the field.
The most important thing about a LOT is to have "LETTER OF TRANSMITTAL" typed at the top of the document so that Academic Personnel understands it is a LOT to replace the 3 letters of recommendation.  

