Project Deliverables Assessment

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Assessment of Project Deliverables for [Project Name]
Dear [Recipient's Name],

I hope this message finds you well. As part of the assessment process for the [Project Name], |
have compiled a review of the current deliverables.

Summary of Deliverables
o Deliverable 1: [Description] - Status: [Status]

o Deliverable 2: [Description] - Status: [Status]
o Deliverable 3: [Description] - Status: [Status]

Assessment Findings

During the review, the following points were noted:

o Strengths: [List strengths]
e Areas for Improvement: [List areas for improvement]

Next Steps

I recommend a meeting to discuss the findings and plan for necessary adjustments. Please let me
know your availability.

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



