
Post-Project Review 

Date: [Insert Date] 

Client Name: [Insert Client Name] 

Client Address: [Insert Client Address] 

Dear [Client Name], 

We hope this message finds you well. As we conclude the [Project Name] project, we would like 

to take the opportunity to review the project's outcomes, gather feedback, and discuss any future 

opportunities for collaboration. 

We believe a post-project review meeting will be beneficial for both parties. We aim to cover: 

• Project deliverables and outcomes 

• Feedback on our services 

• Lessons learned and areas for improvement 

• Future project opportunities 

Please let us know your availability for a meeting. We suggest [Insert Date and Time Options], 

but we are happy to accommodate your schedule. 

Thank you for your partnership throughout this project. We look forward to hearing from you 

soon. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


