Your Name]
Your Position]
Your Company/Organization]
Date]
Recipient's Name]
Recipient's Position]
[Recipient's Company/Organization]
Dear [Recipient's Name],
Subject: Feedback on [Specific Matter/Performance]
I hope this message finds you well.
1. **Introduction**
- Briefly introduce the purpose of the letter.
2. **Positive Feedback**
- Highlight specific strengths or accomplishments.
- Provide examples to support your points.
3. **Areas for Improvement**
- Identify specific areas that may need attention.
- Suggest constructive ways to improve.
4. **Qverall Impression**
- Summarize your overall thoughts.
- Reiterate appreciation for their efforts.
5. **Closing**
- Invite further discussion if needed.
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- Express willingness to support their development.

Thank you for your attention to this feedback.
Sincerely,

[Your Name]

[Your Contact Information]



