
Performance Feedback for [Program Name] 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Position]  

[Agency Name]  

[Agency Address] 

Dear [Recipient's Name], 

We hope this message finds you well. As part of our ongoing evaluation of the [Program Name], 

we would like to provide you with feedback based on our recent assessment. 

Performance Highlights 

• Objective 1: [Brief description of achievement] 

• Objective 2: [Brief description of achievement] 

• Objective 3: [Brief description of achievement] 

Areas for Improvement 

• [Suggestion for improvement 1] 

• [Suggestion for improvement 2] 

• [Suggestion for improvement 3] 

We appreciate the hard work and dedication of your team, and we believe that by addressing the 

areas outlined, we can further enhance the effectiveness of the program. 

Please feel free to reach out if you would like to discuss this feedback in more detail. We look 

forward to continued collaboration. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Contact Information] 


