
Feedback and Evaluation Process 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Feedback and Evaluation Results 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide feedback regarding your performance 

during the [specific project, period, or event] as part of our evaluation process. 

Performance Highlights: 

• [Highlight 1] 

• [Highlight 2] 

• [Highlight 3] 

Areas for Improvement: 

• [Improvement Area 1] 

• [Improvement Area 2] 

• [Improvement Area 3] 

Next Steps: 

We suggest the following actions to facilitate your development: 

1. [Next Step 1] 

2. [Next Step 2] 

3. [Next Step 3] 

Please feel free to reach out if you have any questions or would like to discuss this feedback in 

more detail. We appreciate your hard work and dedication. 

Best regards, 

[Your Name]  

[Your Job Title]  



[Your Company]  

[Contact Information] 


