
[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 Subject/Project/Experience]  

I hope this message finds you well. I wanted to take a moment to provide 

some feedback regarding [specific subject or project].  

Firstly, I would like to commend you on [specific positive aspect]. This 

was particularly impressive because [reason why it was commendable].  

However, I believe there are areas that could benefit from improvement. 

Specifically, [mention specific area for improvement], as I noticed that 

[describe the issue].  

I appreciate all the hard work that goes into [mention project or task], 

and I'm confident that by addressing these areas, we can enhance our 

overall outcomes.  

Thank you for considering my feedback. I'm looking forward to our 

continued collaboration.  

Best regards,  

[Your Name]  

[Your Contact Information] 


