
Project Performance Evaluation 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Project Performance Evaluation for [Project Name] 

Dear [Recipient Name], 

I hope this message finds you well. This letter serves to provide an evaluation of the performance 

of [Project Name] as of [Evaluation Date]. The metrics evaluated are based on the agreed 

objectives and deliverables outlined in the project plan. 

Performance Overview 

The project has achieved the following key milestones: 

• [Milestone 1] 

• [Milestone 2] 

• [Milestone 3] 

Key Performance Indicators 

Indicator Target Actual Status 

[KPI 1] [Target Value] [Actual Value] [Status] 

[KPI 2] [Target Value] [Actual Value] [Status] 

Challenges and Recommendations 

Some challenges faced during the project include: 

• [Challenge 1] 

• [Challenge 2] 

We recommend the following actions to address these challenges: 

• [Recommendation 1] 

• [Recommendation 2] 



Conclusion 

Overall, the performance of [Project Name] has met the expectations outlined at the project's 

outset, and we appreciate the efforts of all team members involved. Continuous monitoring and 

support will ensure success as we move forward. 

Thank you for your attention to this evaluation. Please feel free to reach out if you have any 

questions or need further details. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


