
   
 
 

Date Job # 
Attention  
Re:  
 
 
 
 
 

 
 
 

 
Dept. of Building & Safety Engineering 
26000 Evergreen Road  
P.O. BOX 2055 
Southfield, MI    48037-2055 
Ph:  248-796-4100   •     Fax: 248-796-4105 
    
 
We are sending you     Attached           Under separate cover via __________________________________ the following items: 
 
         Shop drawings            Prints     Plans     Samples       Specifications 
         Copy of Letter    Change order             Addendum               Other  ___________________________ 
 
Copies Date No. Description 
    
    
    
    
    
    
    
    
    
    
    
 
These are transmitted as checked below: 
 
    For approval      Approved as submitted        Resubmit __________ copies for approval 
    For your use      Approved as noted     Submit __________ copies for distribution 
    As requested      Returned for corrections    Return __________ corrected prints 
    For review and comment         ___________________________________________________ 
 
    For Bids due _____________________________          Prints Returned After Loan to us 
 
REMARKS:  
 
 
 
 
 
 
COPY TO:    ___________________________________    SIGNED: _________________________________ 


	job: 
	date: 
	attn: 
	extra: 
	sending: Off
	re: 
	shop_drawings: Off
	copy_of_letter: Off
	prints: Off
	change_color: Off
	plans: Off
	addendum: Off
	samples: Off
	specifications: Off
	other: Off
	via: 
	other_text: 
	copies1: 
	copies2: 
	copies3: 
	copies4: 
	copies5: 
	copies6: 
	copies7: 
	copies8: 
	copies9: 
	copies11: 
	copies10: 
	date2: 
	date3: 
	date4: 
	date5: 
	date6: 
	date7: 
	date8: 
	date9: 
	date10: 
	date11: 
	date1: 
	number2: 
	number3: 
	number4: 
	number5: 
	number6: 
	number7: 
	number8: 
	number9: 
	number10: 
	number11: 
	number1: 
	desc1: 
	desc2: 
	desc3: 
	desc4: 
	desc5: 
	desc6: 
	desc7: 
	desc8: 
	desc9: 
	desc10: 
	desc11: 
	submitted: Off
	resubmit: Off
	approval: Off
	noted: Off
	submit: Off
	resubmit_number: 
	your_use: Off
	corrections: Off
	return: Off
	submit_number: 
	requested: Off
	return_number: 
	review: Off
	comment: 
	bids_due: 
	bids: Off
	prints_returned: Off
	remarks: 


