Letter of Incorporation of Suggestions

Date: [Insert Date]
To: [Project Manager's Name]
From: [Your Name]

Subject: Incorporation of Suggestions for Project Improvements

Dear [Project Manager's Name],

| hope this message finds you well. Following our recent discussions and feedback received
during our project review meetings, 1 would like to propose the incorporation of several
suggestions aimed at enhancing our project outcomes.

Suggestions for Improvement

« Enhancing Communication: Implementing weekly check-ins to ensure all team
members are aligned.

« Resource Allocation: Reviewing our resource distribution to better support high-demand
phases of the project.

o Feedback Mechanism: Establishing a formal feedback channel for team members to
share insights and concerns.

By considering these suggestions, | believe we can improve our workflow and enhance the
overall success of the project. I am open to discussing these ideas further and collaborating on an
implementation plan.

Thank you for considering these suggestions. | look forward to your feedback.

Best regards,

[Your Name]

[Your Position]
[Your Contact Information]



