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TOC VENDOR INCOMING LETTER OF TRANSMITTAL (ILOT)
INSTRUCTIONS AND SUBMITTAL HELP SHEET (FOR A-6005-315 ONLY)
Block Title
Block Instructions (enter NA, N/A in unused blocks)
Vendor/Company Name and Address
Enter specific Vendor/Company information
Date
Enter current date
Subcontract Release No./Purchase Order No.
Enter the WRPS Subcontract (SC) Release/PO number only (provided with award, example 99999-001)
Transmittal Number
Enter Subcontractor's transmittal number
Project Number
Enter the WRPS Project Number Only (provided with award)
Project/Contract Title
Enter the title of the WRPS Subcontract/PO (provided with award)
Hard Copy or Electronic Submittals
Check the applicable designation Send the submittal paperwork to the address listed under the chosen designation
File Transfer Protocol (FTP) 
FTP provides the capability to send and/or receive electronic documents that are too large to send via email.  Contact TOC Vendor Document Control to request  a FTP be established
Submittal Number
Enter the WRPS submittal number in the required format according to the MSR and procedure TFC-BSM-IRM_DC-C-07, Vendor Processes, NOT the vendor's submittal number (provided with award)
Submittal Description
Enter the submittal title/description as noted on the MSR (additional information can be listed specific to the documents being submitted)  
Specification Number
Enter the specification number as listed on the MSR
Specification Paragraph Number
Enter the specification paragraph number as listed on the MSR
Copies E/H
Signifies the document format sent:  E - Electronic, H - Hardcopy
TOC Document Number
Enter the TOC document number if it is different than the WRPS submittal number, if applicable
Rev
Enter the revision of the TOC document number, if applicable
Supplier Document Number
Enter the subcontract/vendor submittal number or document number if it is different than the WRPS submittal number
Supplier Rev
Enter the revision of the subcontract/vendor submittal or document
Electronic Media
All electronic media sent to WRPS will not be password protected (see SOW/PO for Acceptable Formats)
Vendor/Company  Representative * Print First and Last Name * Signature * Date
Enter * The Vendor/Company DCC representative's first and last name * The Vendor/Company DCC representative's signature electronically * The date the document is submitted
DCC Receipt Acknowledgement * Print First and Last Name * Signature * Date
Enter * WRPS DCC representative's first and last name * Electronically type the WRPS DCC representative's signature * The date document/submittal was received
TOC VENDOR INCOMING LETTER OF TRANSMITTAL (ILOT)
INSTRUCTIONS AND SUBMITTAL HELP SHEET (FOR A-6005-315 ONLY)
Sub-Contract Number and 
Release Number 
(e.g., 36437-117)
This is a number that the vendor can assign, however not required.   Typically used as a running tally for the contract.
When a single MSR submittal (e.g., 001, 002, etc.) contains multiple documents
or parts and the vendor would like to submit them individually, the vendor
should use the corresponding submittal number only.  Document control will 
assign a sequence number upon receipt of each individual document/part.
When an individual document/part of a submittal is revised, the revision number
should be annotated in the "Rev" or Supplier Rev" blocks of the Incoming
Letter of Transmittal.
Cut and paste this information from the MSR for the applicable submittal number.
Populate these sections as applicable.
Populate as many of the blocks as possible.
2620 Fermi Richland, WA 99354
George Hagen
12/31/17
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