
Project Assessment Follow-Up 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Follow-Up on Project Performance Metrics Assessment 

Dear [Recipient's Name], 

I hope this message finds you well. Following our recent project assessment meeting, I wanted to 

take the opportunity to follow up on the performance metrics we discussed. 

As outlined, we have assessed the following key performance indicators (KPIs): 

• KPI 1: [Description and current status] 

• KPI 2: [Description and current status] 

• KPI 3: [Description and current status] 

Please review the attached report that provides detailed insights and analysis regarding each 

metric. I would appreciate your feedback and any additional insights you may have by [Insert 

Deadline]. 

If you require any further information or clarification, feel free to reach out. 

Thank you for your attention to this matter. I look forward to your response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


