Workshop Effectiveness Evaluation

Date: [Insert Date]

To: [Insert Recipient Name]

From: [Insert Your Name]

Subject: Evaluation of [Insert Workshop Title]

Dear [Insert Recipient Name],

| hope this message finds you well. | am writing to provide an evaluation of the recent workshop

titled "[Insert Workshop Title]" that was held on [Insert Workshop Date]. The purpose of this
evaluation is to assess the effectiveness of the workshop in meeting its objectives.

Workshop Objectives

o [Obijective 1]
o [Objective 2]
o [Obijective 3]

Evaluation Criteria

Content Relevance
Engagement Level
Instructional Quality
Overall Satisfaction

Summary of Findings

Based on the feedback collected from participants, the following points summarize the
effectiveness of the workshop:

« Content was relevant and met the stated objectives.

o Participants were actively engaged throughout the sessions.

« Instruction was clear and well-structured.

o Overall satisfaction ratings averaged [Insert Average Rating].
Recommendations

To enhance future workshops, | would recommend the following:



o [Recommendation 1]
o [Recommendation 2]
e [Recommendation 3]

Thank you for your attention to this evaluation. | look forward to discussing how we can
continue to improve our workshops.

Best regards,
[Insert Your Name]

[Insert Your Title]
[Insert Your Contact Information]



