
Project Performance Review 

Date: [Insert Date] 

To: [Team Member/Team Name] 

From: [Your Name/Your Position] 

Subject: Project Performance Review for [Project Name] 

Dear Team, 

As part of our ongoing commitment to excellence and continuous improvement, we have 

conducted a performance review of the [Project Name] undertaken by the civil engineering team. 

Below are our observations and feedback: 

Performance Highlights 

• Timely completion of phases [specific phases completed]. 

• Innovative solutions implemented to address [specific challenges]. 

• Effective collaboration among team members. 

Areas for Improvement 

• Enhance communication protocols during the project. 

• Address [specific issues encountered]. 

• Consider training sessions on [specific skills or tools]. 

We appreciate your hard work and dedication to this project. Let's meet on [proposed meeting 

date] to discuss these points in detail and strategize for our next phase. 

Thank you for your continued efforts. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


