
Service Performance Evaluation Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Service Performance Evaluation Report 

Introduction 

This report evaluates the service performance of [Service Provider/Department Name] for the 

period of [Start Date] to [End Date]. 

Evaluation Criteria 

• Quality of Service 

• Timeliness 

• Communication 

• Customer Satisfaction 

Performance Overview 

The overall performance based on the criteria mentioned above is as follows: 

Criteria Performance Rating Comments 

Quality of Service [Rating] [Comments] 

Timeliness [Rating] [Comments] 

Communication [Rating] [Comments] 

Customer Satisfaction [Rating] [Comments] 

Conclusion 

In conclusion, the service performance of [Service Provider/Department Name] during the 

reported period has been [Overall Assessment]. 

Recommendations 

Based on the evaluation, the following recommendations are made: 



• [Recommendation 1] 

• [Recommendation 2] 

• [Recommendation 3] 

Thank you for your attention to this report. Please feel free to reach out for any further 

discussions. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


