
Project Assessment Follow-up 

Date: [Insert Date] 

To: [Team Name] 

From: [Your Name] 

Subject: Follow-up on Project Assessment 

 

Dear Team, 

I hope this message finds you well. I would like to take this opportunity to follow up on our 

recent project assessment conducted on [Insert Project Name] on [Insert Assessment Date]. 

We appreciate the effort everyone has put into the project. As part of our evaluation, it is crucial 

to gather your insights and feedback regarding the project outcomes and team collaboration. 

Please take a moment to reflect on the following points: 

• What worked well during the project? 

• What challenges did you face? 

• How can we improve for future projects? 

Your input is invaluable, and we would like to schedule a meeting on [Insert Proposed Date and 

Time] to discuss your thoughts. Please let me know your availability. 

Thank you for your dedication and hard work. I look forward to our continued success as a team. 

 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


