
Comprehensive Assessment Timeline 

Notification 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are writing to inform you about the upcoming comprehensive assessment process and the 

associated timeline. This assessment is crucial in evaluating [student/employee's] performance 

and progress. 

Timeline Overview 

• Assessment Preparation: [Insert Preparation Dates] 

• Assessment Date: [Insert Assessment Date] 

• Review and Feedback: [Insert Feedback Dates] 

• Final Report Release: [Insert Report Release Date] 

Please ensure that [student/employee's name] is prepared for the assessment and all necessary 

materials are submitted by the specified dates. Should you have any questions, feel free to reach 

out to us at [Contact Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


