
Contract Evaluation Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Contract Evaluation Report for [Contract Name/Number] 

Dear [Recipient Name], 

I hope this message finds you well. This report presents the evaluation of the contract titled 

[Contract Name/Number], which was reviewed on [Review Date]. The purpose of this evaluation 

is to assess the performance, compliance, and overall outcome of the contract as per the agreed 

terms. 

1. Contract Overview 

[Brief description of the contract, including parties involved, purpose, and duration.] 

2. Evaluation Criteria 

[List the criteria used for the evaluation, such as compliance with terms, performance metrics, 

budget adherence, etc.] 

3. Findings 

[Summarize the findings based on the evaluation criteria, including any areas of success and 

improvement.] 

4. Recommendations 

[Provide recommendations based on the findings for future contracts or current contract 

adjustments.] 

5. Conclusion 

[Conclude the report with a summary of the overall evaluation and next steps.] 

Thank you for your attention to this matter. Should you require further information or 

clarification, please do not hesitate to reach out. 



Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


