
Assessment of Service Delivery Effectiveness 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Recipient Organization] 

[Recipient Address] 

Dear [Recipient Name], 

We are writing to inform you of the recent assessment conducted regarding the effectiveness of 

our service delivery. Our objective was to evaluate the performance, identify strengths, and 

highlight areas for improvement. 

Summary of Findings 

• Strengths: [List key strengths] 

• Areas for Improvement: [List key areas] 

• Overall Rating: [Insert overall rating] 

Recommendations 

Based on our assessment, we recommend the following actions: 

1. [Recommendation 1] 

2. [Recommendation 2] 

3. [Recommendation 3] 

Next Steps 

We suggest a follow-up meeting on [insert proposed date] to discuss the findings in detail and 

collaborate on an action plan to enhance service delivery. 

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

Sincerely, 

[Your Name] 

[Your Title] 



[Your Organization] 

[Your Contact Information] 


