
[Your Name]  

[Your Title/Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Evaluation of the [Program Name]  

I am writing to provide an evaluation of the [Program Name] that was 

implemented from [Start Date] to [End Date]. This evaluation aims to 

assess the program's effectiveness, their outcomes, and areas for 

improvement. 

**Program Overview**  

[Brief description of the program, its objectives, and target audience.] 

**Evaluation Methodology**  

[Outline of the methods used for evaluation, including data collection 

and analysis techniques.] 

**Findings**  

1. **Objective 1:** [Description of findings related to the first 

objective.] 

2. **Objective 2:** [Description of findings related to the second 

objective.] 

3. **Overall Results:** [Summary of overall results and outcomes of the 

program.] 

**Recommendations**  

[Provide actionable recommendations based on the evaluation findings.] 

**Conclusion**  

In conclusion, the [Program Name] has shown [summary of effectiveness, 

strengths, and areas of improvement]. We appreciate the opportunity to 

evaluate this program and look forward to its continued development and 

success. 

Thank you for entrusting us with this evaluation.  

Sincerely,  

[Your Name]  

[Your Title/Position]  

[Your Organization] 


