
Service Delivery Evaluation 

Date: [Insert Date] 

To: [Agency Name] 

From: [Your Organization/Name] 

Subject: Evaluation of Service Delivery 

Introduction 

We are conducting an evaluation of the services provided by [Agency Name] to assess their 

effectiveness and identify areas for improvement. 

Evaluation Criteria 

• Quality of Service 

• Timeliness of Service Delivery 

• Client Satisfaction 

• Accessibility of Services 

Methodology 

The evaluation will involve surveys, interviews, and focus group discussions with clients and 

stakeholders. 

Timeline 

The evaluation process will be conducted over the next [Insert Duration] and will culminate in 

a report submitted on [Insert Date]. 

Conclusion 

We appreciate your cooperation and look forward to your valuable input during this evaluation 

process. 

Thank you, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


