
Evaluation Report Submission 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am pleased to submit the evaluation report titled "[Report Title]" for your review. This report 

encompasses the findings and analysis pertaining to [brief description of the evaluation subject]. 

Key highlights of the report include: 

• [Highlight 1] 

• [Highlight 2] 

• [Highlight 3] 

Please find the attached report for your consideration. I look forward to your feedback and any 

further discussions on the findings. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Phone Number] 

[Your Email Address] 


