Service Performance Assessment

Date: [Insert Date]

To,

[Recipient Name]

[Recipient Title]

[Company/Organization Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient Name],

Subject: Assessment of Service Performance

| hope this letter finds you well. As part of our ongoing evaluation process, we have conducted
an assessment of the service performance provided by [Service Provider/Department Name] over

the past [time period]. This evaluation aims to highlight strengths, identify areas for
improvement, and enhance overall service delivery.

Summary of Findings:

o Strengths: [List strengths]
o Areas for Improvement: [List areas for improvement]

We appreciate the opportunity to work with [Service Provider/Department Name] and believe
that addressing the areas for improvement will significantly enhance our collaboration and
service outcomes.

We look forward to discussing these findings further and developing a plan for enhancement.
Please feel free to contact me at [Your Phone Number] or [Your Email Address] to schedule a
meeting.

Thank you for your attention and cooperation.

Sincerely,

[Your Name]

[Your Title]



[Your Company/Organization Name]
[Your Phone Number]

[Your Email Address]



