Date: [Insert Date]

To: [Contact Name]

Agency Name: [Insert Agency Name]

Address: [Insert Address]

Subject: Evaluation of Communication and Responsiveness

Dear [Contact Name],

This letter serves as a formal evaluation of the communication and responsiveness provided by
[Agency Name] during the period of [Start Date] to [End Date].

We have assessed your performance based on the following criteria:
o Timeliness: Speed of replies to emails, calls, and urgent requests.
e Clarity: Quality and accuracy of information provided.
e Proactivity: Ability to anticipate needs and provide updates without prompting.
o Consistency: Reliability of communication across different team members.

Evaluation Summary:

[Insert detailed feedback here, highlighting strengths and specific areas where improvement is
required. ]

Required Actions:

[Insert specific steps the agency needs to take to improve communication, if applicable.]

We value our partnership and believe that maintaining high standards of communication is
essential for our mutual success. We look forward to discussing this evaluation with you further
during our next scheduled meeting on [Date].

Sincerely,

[Your Name]

[Your Title]
[Your Organization]



