Your name and address (use the department address)
date
Sarah Anderson

School of Linguistics and Language Studies

Carleton University

1125 Colonel By Drive

Ottawa, ON, Canada, K1S 5B6 

Dear Ms. Anderson, 

I am submitting the attached report, entitled ....., as the final requirement for CCDP2100X (or D).

This report explains (paraphrase question and give a one sentence answer) ... 

The report folder contains the final version of the report, and all drafts and edits. Draft 1 was edited by ... Draft 2 was edited by ... Draft 3 was edited by ... The folder also contains the checklist that I used to ensure that all requirements were met. As required, I have submitted the final version of the file in cuLearn, along with the drafts that were edited online. (Or No drafts were edited online.) Draft 1 was edited by ... (etc.) 
The reference formatting guidelines that I followed are those in the textbook (or others). I used MS Word, RefWorks, Mendeley to manage references and citations (if you did). For ... , I worked with the advisors at the Elsie McGill centre. Data used was given by ...  

Please contact me if you have any questions. My email address is ...  

Sincerely, 

