
Post-Project Assessment 

Date: [Insert Date] 

To: [Recipient Name] 

Title: [Recipient Title] 

Company: [Recipient Company] 

Address: [Recipient Address] 

Dear [Recipient Name], 

We are writing to you as part of the post-project assessment for [Project Name], which was 

completed on [Completion Date]. This assessment aims to evaluate the project's success, identify 

lessons learned, and gather feedback from all stakeholders. 

Project Overview 

Briefly describe the project objectives, timeline, and key deliverables. 

Successes 

Highlight the successes and achievements of the project. 

Challenges 

Discuss any challenges encountered during the project and how they were addressed. 

Lessons Learned 

Share valuable insights gained throughout the project. 

Feedback Request 

We would greatly appreciate your feedback on the project, specifically regarding your 

experience and suggestions for future initiatives. Please respond by [Response Deadline]. 

Thank you for your collaboration and support throughout this project. We look forward to your 

valuable input. 

Sincerely, 



[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


