
Project Completion Evaluation and Feedback 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Evaluation and Feedback on [Project Name] 

Introduction 

Dear [Recipient's Name], 

Thank you for your hard work and dedication in completing the [Project Name]. This letter aims 

to provide an evaluation and feedback on the project's execution and outcomes. 

Project Overview 

The main objectives of the project were to [List project objectives]. Overall, the project was 

completed on [Insert completion date], achieving its primary objectives. 

Evaluation of Key Aspects 

• Planning: [Provide feedback on planning phase] 

• Execution: [Provide feedback on execution phase] 

• Team Collaboration: [Provide feedback on collaboration] 

• Outcome: [Provide feedback on project outcomes] 

Areas for Improvement 

While the project was successful, there are a few areas where we can improve: 

• [Area for improvement 1] 

• [Area for improvement 2] 

• [Area for improvement 3] 

Conclusion 

Overall, the successful completion of [Project Name] is a testament to our team's effort and 

dedication. I look forward to discussing this feedback in detail and planning for future projects. 

Thank you once again for your commitment. 



Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


