
Work Completion Evaluation 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Supervisor's Name] 

Subject: Evaluation of Work Completion 

Dear [Employee's Name], 

We are pleased to inform you that your recent project, [Project Name], has been successfully 

completed. This letter serves as an evaluation of your performance throughout the project. 

Project Overview: 

[Brief description of the project, including objectives and outcomes.] 

Performance Evaluation: 

- Quality of Work: [Evaluation of the quality of work] 

- Timeliness: [Evaluation of time management and met deadlines] 

- Collaboration: [Evaluation of teamwork and communication skills] 

- Problem-Solving: [Evaluation of handling challenges and solutions provided] 

Overall, your contributions were highly valued, and you demonstrated exceptional skills in the 

areas outlined above. We appreciate your hard work and dedication. 

Thank you for your efforts on this project. We look forward to your continued success in future 

assignments. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


