
Usage Evaluation Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Complete Usage Evaluation Report for [Project/Service/Product] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to provide a comprehensive evaluation of the 

usage of [Project/Service/Product] over the past [duration]. This evaluation aims to assess 

performance, user engagement, and overall impact. 

1. Overview 

[Brief overview of the project/service/product and its objectives.] 

2. Usage Metrics 

- Total Users: [Number] 

- Active Users: [Number] 

- Engagement Rate: [Percentage] 

- Usage Frequency: [Details] 

3. User Feedback 

[Summary of user feedback, highlighting positives and areas for improvement.] 

4. Recommendations 

[Provide actionable recommendations based on the evaluation findings.] 

5. Conclusion 

[Summarize the main points of the evaluation and express gratitude for the opportunity to assess 

the usage.] 



Thank you for your attention. I look forward to discussing this evaluation further. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


