
Project Performance Review 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Dear [Recipient's Name], 

We are writing to provide you with a performance review of the [Project Name] project, which 

has been ongoing since [Start Date]. 

Objectives and Targets 

• Objective 1: [Description] 

• Objective 2: [Description] 

• Objective 3: [Description] 

Performance Highlights 

The project has achieved the following milestones: 

• Milestone 1: [Description] 

• Milestone 2: [Description] 

• Milestone 3: [Description] 

Areas for Improvement 

While the project has shown significant progress, we have identified some areas that require 

improvement: 

• Improvement Area 1: [Description] 

• Improvement Area 2: [Description] 

Next Steps 

We recommend the following actions to ensure the project meets its objectives: 

• Action Item 1: [Description] 

• Action Item 2: [Description] 



We appreciate the hard work and dedication that your team has put into this project. We look 

forward to your feedback and a continued collaboration to achieve our goals. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


