
Evaluation Schedule Advisory 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Advisory on Evaluation Schedule 

Dear [Recipient's Name], 

We are writing to inform you about the upcoming evaluation schedule for [Specify 

Subject/Project/Program]. Please find the details below: 

Evaluation Details 

• Date of Evaluation: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] 

• Participants: [List of Participants] 

We encourage you to prepare any necessary documents and arrive on time. Your input is crucial 

for the success of this evaluation. 

If you have any questions, please feel free to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


