Collaborative Feedback for Process
Refinement

Date: [Insert Date]

To: [Insert Recipient's Name]

From: [Your Name]

Subject: Feedback on [Process/Project Name]

Dear [Recipient's Name],

I hope this message finds you well. | would like to take this opportunity to share some

observations and feedback regarding our recent collaborative efforts on [specific process or
project]. My aim is to facilitate our ongoing improvement and enhance our overall effectiveness.

Positive Aspects:

o [Detail a positive aspect of the process]
o [Detail another positive aspect]
e [Highlight any strengths noted]

Areas for Improvement:

o [Detail an area that could be refined]
e [Provide suggestions for improvement]
e [Encourage dialogue about challenges faced]

Next Steps:

| suggest that we schedule a follow-up meeting to discuss this feedback in detail and brainstorm
solutions together. Please let me know your availability for the upcoming week.

Thank you for your attention to these matters. | look forward to our continued collaboration and
the opportunity to refine our processes for better outcomes.

Best regards,
[Your Name]

[Your Position]
[Your Contact Information]



