
[Your Name]  

[Your Position]  

[Department Name]  

[University of Queensland]  

[Address Line 1]  

[Address Line 2]  

[City, State, Postal Code]  

[Email Address]  

[Phone Number]  

[Date] 

[Recipient Name]  

[Recipient Position]  

[Recipient Institution/Organization]  

[Recipient Address Line 1]  

[Recipient Address Line 2]  

[City, State, Postal Code] 

Dear [Recipient Name], 

Subject: Assessment Letter for [Specific Assessment/Project Name] 

I am writing to provide an assessment regarding [briefly describe the 

purpose of the assessment]. This assessment is based on [mention any 

relevant criteria, standards, or methodologies used]. 

[Provide detailed findings and observations here. Include any relevant 

data, analyses, or evaluations that support your conclusions.] 

In conclusion, [summarize your main points, findings, and any 

recommendations you may have]. 

Should you have any questions or require further clarification, please do 

not hesitate to contact me. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name]  

[Your Position]  

[University of Queensland] 


