Feedback Summary

Date: [Insert Date]
To: [Project Team Name]
From: [Your Name]

Subject: Summary Feedback on Collective Project Efforts

Introduction

Dear Team,
I would like to take this opportunity to summarize our collective efforts on the [Project Name].

Overall, I am pleased with the progress we have made and the collaboration demonstrated
throughout the project.

Strengths
« Effective communication among team members.

o Innovative ideas that contributed to project success.
e Timely completion of key milestones.

Areas for Improvement

o Need for clearer role definitions to avoid overlap.
« Enhanced tracking of progress against deadlines.

Conclusion

| appreciate everyone's hard work and dedication to this project. Let's continue to build on our
strengths while addressing the areas for improvement. Thank you for your ongoing commitment.

Sincerely,
[Your Name]

[Your Position]



