

To be completed and attached with any data submission posted to the EnvIS Management Team at the Highways Agency.


[Enter Date Here]
Dear EnvIS Management Team,

Please find enclosed within this envelope a CD/DVD that contains the data submission from [enter MAC Area, DBFO or Scheme here] for the quarterly submission/milestone [delete as appropriate] of [enter date or milestone here].
Our Agent_ID is [enter ID no. here] and the CD/DVD contains the following files:

[Please list the number of files and their filenames here].

This is a first submission of this dataset/re-submission of previously failed dataset/combination of re-submission and new submission datasets [delete as appropriate].
We confirm that this data has been encrypted and we will issue you the password to un-encrypt separately to this communication.

Kind regards,

[Enter contact name here]

[Enter company here]

[Enter position here]

[Enter email and contact number here]

[Enter Mac/DBFO/Scheme contact details here]

[Enter Project Manager or Performance Manager here]

