
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

Dear [Recipient's Name],  

Subject: Evaluation Summary  

I am writing to provide you with a summary of the evaluation conducted 

for [specific program/project/employee] over the course of [duration]. 

The evaluation aimed to assess [briefly state the purpose of the 

evaluation].  

Key Findings:  

1. **[Finding 1]**: [Brief explanation].  

2. **[Finding 2]**: [Brief explanation].  

3. **[Finding 3]**: [Brief explanation].  

Strengths:  

- [Strength 1]  

- [Strength 2]  

- [Strength 3]  

Areas for Improvement:  

- [Improvement Area 1]  

- [Improvement Area 2]  

- [Improvement Area 3]  

Recommendations:  

1. [Recommendation 1]  

2. [Recommendation 2]  

3. [Recommendation 3]  

In conclusion, the evaluation has provided valuable insights that will 

assist in [mention how the insights will be used, e.g., enhancing 

performance, making informed decisions, etc.]. Thank you for your 

attention to this evaluation summary.  

Sincerely,  

[Your Name]  

[Your Contact Information]  

[Your Signature (if sending a hard copy)] 


