
Retrospective Project Review 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Retrospective Review of [Project Name] 

Dear [Recipient's Name], 

As we conclude the [Project Name], I would like to take this opportunity to conduct a 

retrospective review. The purpose of this letter is to reflect on our experiences, assess what 

worked well, and identify areas for improvement. 

Project Overview 

[Brief description of the project, objectives, and stakeholders] 

What Went Well 

• [Successes or positive outcomes] 

• [Team performance highlights] 

• [Effective tools and processes] 

Challenges Faced 

• [Issues encountered during the project] 

• [Lessons learned from setbacks] 

• [Resource limitations] 

Recommendations for Future Projects 

• [Suggestions for improvement] 

• [Best practices to implement] 

• [Training or resources needed] 

Thank you for your efforts in making [Project Name] a success. I look forward to discussing this 

review and gathering your insights to enhance our future projects. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Contact Information] 


