Review Observations Recap

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]

Subject: Recap of Review Observations

Introduction

Dear [Recipient Name],

Thank you for the opportunity to review [specific project or document]. Below, please find a
recap of my observations and recommendations.

Observations

e Observation 1: [Description]
e Observation 2: [Description]
e Observation 3: [Description]

Recommendations

e Recommendation 1: [Description]
o Recommendation 2: [Description]
e Recommendation 3: [Description]

Conclusion

Thank you for your attention to these observations. | look forward to discussing this further.
Sincerely,

[Your Name]

[Your Position]
[Your Contact Information]



