
Project Evaluation Report 

Date: [Insert Date] 

To: [Board Members' Names] 

From: [Your Name/Your Position] 

Subject: Evaluation of [Project Name] 

Dear Board Members, 

I am writing to present the evaluation of the [Project Name] that was initiated on [Start Date] and 

concluded on [End Date]. The purpose of this evaluation is to provide insights into the project 

outcomes, successes, and areas for improvement. Below is a summary of the key findings: 

Project Objectives 

[Briefly list the project objectives] 

Evaluation Criteria 

[List the criteria used for evaluation] 

Results Summary 

• Successes: [Highlight major successes] 

• Challenges: [Discuss any challenges faced] 

• Lessons Learned: [Outline key takeaways] 

Recommendations 

[Provide recommendations based on the evaluation] 

Conclusion 

This evaluation has provided valuable insights that can guide future projects. Your feedback on 

this evaluation would be greatly appreciated. 

Thank you for your continued support. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Contact Information] 


