
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company/Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Feedback on [Specific Topic/Context]  

I hope this message finds you well. I am writing to provide feedback 

regarding [specific topic/context], as per the recent [meeting, survey, 

report, etc.].  

[Begin with a positive note or acknowledgment]  

I would like to thank you for your efforts in [describe relevant 

initiative or aspect].  

[Provide specific feedback]  

1. **Positive Aspects:**  

 - [Detail the strengths and what worked well]  

 - [Provide examples if applicable]  

2. **Areas for Improvement:**  

 - [Detail the aspects that could use enhancement]  

 - [Offer constructive criticism or suggestions]  

[Conclude with encouragement]  

Overall, I believe that with focused attention on [specific area], we can 

achieve even greater success. Thank you for considering this feedback, 

and I am looking forward to seeing how we can work together towards 

improvements.  

Best regards,  

[Your Name]  

[Your Position/Title]  

[Your Organization] 


