
Digital Resource Assessment Checklist 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Subject: Digital Resource Assessment Checklist for Office 

Dear [Recipient's Name], 

As part of our ongoing efforts to enhance our digital resources, we have created a checklist to 

assess the current state of our digital assets. Please find below the Digital Resource Assessment 

Checklist: 

Digital Resource Assessment Checklist 

1. Resource Name: [Insert Name] 

2. Type of Resource: [Insert Type] 

3. Accessibility: [Yes/No] 

4. Current Usage: [Insert Usage Stats] 

5. Compliance with Standards: [Yes/No] 

6. Need for Update: [Yes/No] 

7. Additional Comments: [Insert Comments] 

Please complete this checklist by [Insert Deadline] and return it to me. Your feedback will be 

invaluable in ensuring our digital tools effectively support our team. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


