
Feedback and Revision Process 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Feedback and Revision Request 

Dear [Recipient's Name], 

Thank you for your recent submission of [Project/Document Title]. I have reviewed your work 

and appreciate the effort you put into it. Below are my feedback points and suggestions for 

revisions: 

Feedback 

• Point 1: [Insert feedback here] 

• Point 2: [Insert feedback here] 

• Point 3: [Insert feedback here] 

Revision Suggestions 

1. Suggestion 1: [Insert suggestion here] 

2. Suggestion 2: [Insert suggestion here] 

3. Suggestion 3: [Insert suggestion here] 

Please make these revisions and submit the updated version by [Insert Deadline]. If you have any 

questions or need further clarification, feel free to reach out. 

Thank you for your attention to these matters. I look forward to seeing the revised document. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


