
Project Assessment Follow-Up 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up on the recent assessment conducted 

for [Project Name], which took place on [Assessment Date]. We appreciate your participation 

and valuable insights throughout the evaluation process. 

As part of our commitment to continuous improvement and effective outcome evaluation, we 

would like to discuss the findings from the assessment and gather any additional feedback you 

may have. This information is crucial for our understanding of the project's impact and for 

making informed decisions moving forward. 

We would appreciate it if you could take a moment to provide your thoughts on the following 

key areas: 

• Overall project effectiveness 

• Stakeholder engagement 

• Outcomes achieved versus intended outcomes 

• Areas for improvement 

Please let us know your availability for a brief meeting, or feel free to respond via email. Your 

input is immensely valuable to us. 

Thank you once again for your collaboration. We look forward to hearing from you soon. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


