
[Your Name]  

[Your Position]  

[Your Institution/Organization]  

[Address Line 1]  

[Address Line 2]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Institution/Organization]  

[Address Line 1]  

[Address Line 2]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Submission of Evaluation Reports  

I hope this letter finds you well. I am writing to submit the evaluation 

reports as requested. These reports are the result of comprehensive 

assessments conducted during [specify time period or project name].  

Enclosed with this letter, you will find the following documents:  

1. [Title of Evaluation Report 1]  

2. [Title of Evaluation Report 2]  

3. [Title of Evaluation Report 3] (if applicable)  

Each report includes a detailed analysis of the [insert relevant details 

about the evaluations, such as methodology, findings, and 

recommendations].  

Please review the attached reports at your convenience. Should you have 

any questions or require further information, feel free to contact me 

directly.  

Thank you for your attention to this matter. I look forward to your 

feedback.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Institution/Organization]  

[Signature (if sending a hard copy)] 


