
[Your Name]  

[Your Position]  

[Your Company]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

Dear [Recipient's Name],  

I hope this message finds you well. I would like to take a moment to 

provide feedback regarding [specific project, task, or situation] that 

took place on [date or time period].  

Firstly, I want to commend you on [specific positive aspect], as it 

showcased [reason for commendation]. This approach greatly contributed to 

[positive outcome].  

However, I also noticed [specific area for improvement], which I believe 

could enhance our overall effectiveness. I suggest [proposed solution or 

adjustment] to address this issue moving forward.  

Thank you for your hard work and dedication. I look forward to discussing 

this further and working together to improve our outcomes.  

Best regards,  

[Your Name]  

[Your Contact Information] 


