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INCOMING LETTER OF TRANSMITTAL (ILOT) - LAWPS INSTRUCTIONS FOR COMPLETION
Block Title
Block Instructions (enter NA, N/A in unused blocks)
Subcontractor Company (SC) Name and Address
Enter specific Subcontractor/Company information
Date
Enter current date
Subcontract & Release No./Purchase Order No.
Enter the LAWPS Subcontract Release/PO number only (provided with award, example 99999-001 or 99999-004)
SC's Transmittal Number
Enter Subcontractor's transmittal number
Project Number
Enter the LAWPS Project Number Only (provided with award)
Project/Contract Title
Enter the title of the LAWPS 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) Utilized
Check box if documentation was uploaded to a FTP (FTP provides the capability to send and/or receive electronic documents that are too large to send via email.  Contact LAWPS Document Control to request  a FTP be established)
LAWPS Submittal Number (see format in box below)
* Enter the LAWPS submittal number listed on the Master Submittal Register (MSR) - NOT the SC's submittal number (provided with award)
* It is important for those submittals that are recurring (meeting minutes) that the correct sequence numbers are provided, (for example,  submittal one:  SUB-001-001, SUB-001-002, then SUB-001-003)  
*NOTE - Only ONE submittal permitted per each LAWPS ILOT
Rev
Enter the submittal revision number
LAWPS (WRPS) Subcontract Submittal Number Format, as required per TFC-BSM-IRM_DC-C-07, Vendor Processes (provided with award)
Subcontract No.
Release No.
Document Type
Submittal No.
Sequence No.
Revision No.
ILOT Submittal No.
12345
001
SUB
001
001
00
12345-001-SUB-001-001 00
Submittal Title/Description
Enter the submittal title/description as noted on the MSR (additional information can be listed specific to the documents being submitted)  
SOW/Specification Number
Enter the specification number as listed on the MSR
Subcontractor Submittal Number (and revision)
Enter the subcontract/company submittal number if it is different than the LAWPS submittal number and revision
Paragraph Number
Enter the paragraph number as listed on the MSR
Document Format E/H
Signifies the document format sent:  E - Electronic, H - Hardcopy
Number of Pages
Enter the number of pages that are being submitted
Comments
Enter any additional relevant comments, as needed
LAWPS ILOT Supplemental Form
Check box if the LAWPS ILOT Supplemental form (A-6005-315.3) us attached for submittal documents related to LAWPS systems (i.e., testing, structures, systems, components)
Electronic Media
All electronic media sent to LAWPS will not be password protected and/or locked to prevent LAWPS DC the ability to merge documents, add header/footer, etc. (see SOW/PO for Acceptable Formats)
Subcontractor DC Representative * Print First and Last Name * Signature * Date
Enter * The SC/Company DC representative's first and last name * The SC/Company DC representative's signature electronically * The date the document is submitted
LAWPS DC Receipt Acknowledgement * Print First and Last Name * Signature * Date
Enter * LAWPS DC representative's first and last name * Electronically type the LAWPS DC representative's signature * The date document/submittal was received
George Hagen
12/28/17
WRPS
Incoming Letter of Transmittal (ILOT) - LAWPS Instructions for Completion
Jill Berry
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