Project Milestone Feedback

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Feedback on Project Milestone [Milestone Name]
Dear [Recipient's Name],

| hope this message finds you well. |1 would like to take a moment to provide feedback regarding
the milestone [Milestone Name], completed on [Completion Date].

Positive Aspects

e Achievement of [Specific Goal or Target]
o Quality of the deliverables was excellent.
« Team collaboration was notably effective.

Areas for Improvement

o Consider enhancing [Specific Area] for future milestones.
« Improvement needed in [Another Area] to meet expectations.

Next Steps
Looking ahead, I suggest the following actions:

o Plan a follow-up meeting to discuss the feedback in detail.
e Focus on addressing the identified areas for improvement in the upcoming milestones.

Thank you for your hard work and dedication on this project. | look forward to seeing how we
can build on this success.

Best regards,
[Your Name]
[Your Position]

[Your Contact Information]



