
Dear [Team Member's Name], 

I hope this message finds you well. I want to take a moment to provide some constructive 

feedback on our recent team assignment titled "[Assignment Title]." My intention is to focus on 

areas where we can improve and enhance our collaboration for future projects. 

Strengths 

Firstly, I want to commend you on [specific strength or positive aspect]. This contributed 

positively to our overall outcome and showcased [what it showcased]. 

Areas for Improvement 

However, I believe there are a few areas where we could work together to strengthen our results. 

For instance, [specific area for improvement] was challenging, and I think if we [suggestion for 

improvement], it could enhance our effectiveness in future assignments. 

Suggestions 

To address these points, I propose that we [offer a specific suggestion or action plan]. This effort 

could lead to a more cohesive team dynamic and better outcomes in upcoming projects. 

Conclusion 

Thank you for taking the time to consider this feedback. I truly value your contributions and am 

confident that with some adjustments, we can achieve even greater success as a team. Please feel 

free to share your thoughts or further suggestions on this matter. 

Looking forward to our continued collaboration. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


