
Constructive Feedback Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Constructive Feedback for [Specific Issue/Project] 

Dear [Recipient's Name], 

I hope this message finds you well. I want to take a moment to express my appreciation for your 

hard work on [specific issue/project]. Your efforts are truly valued, and I believe we can achieve 

even better results together. 

However, I would like to address a few areas where I think improvements could be made: 

• Issue 1: [Describe the issue and the context] 

• Issue 2: [Describe the issue and the context] 

To resolve these issues, I recommend [provide specific suggestions for improvement]. I believe 

these changes would not only enhance the outcome but also contribute to a more efficient 

workflow. 

Please know that my intention is to support your growth and success. I am more than willing to 

assist you in implementing these suggestions if you would like. 

Thank you for considering my feedback. I look forward to seeing how we can work together to 

achieve our goals. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


