
Scheduled Technology Evaluation 

Notification 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are writing to inform you that a technology evaluation has been scheduled as part of our 

ongoing efforts to improve our systems and processes. The details of the evaluation are as 

follows: 

• Date: [Insert Evaluation Date] 

• Time: [Insert Evaluation Time] 

• Venue: [Insert Venue/Platform for Remote Evaluation] 

The purpose of this evaluation is to assess the effectiveness of [specific technology or system], 

gather feedback, and identify potential areas for improvement. 

Please confirm your availability for this scheduled evaluation. If you have any questions or 

require further information, do not hesitate to reach out. 

Thank you for your attention to this important matter. We look forward to your participation. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 

[Your Company/Organization Name] 


