
Subject: Performance Appraisal for [Employee Name] 
 
[Date] 
 
[Employee Name] 
[Employee Position] 
[Department/Team] 
 
Dear [Employee Name], 
 
I hope this letter finds you well. As part of our ongoing commitment to recognizing and rewarding 
exemplary performance, I am pleased to provide you with your annual performance appraisal. This 
evaluation is a result of careful consideration of your contributions and achievements over the past 
year. 
 
Performance Overview: 
[Provide a brief overview of the employee's overall performance during the appraisal period. 
Highlight specific accomplishments and contributions.] 
 
Strengths: 
[List the employee's key strengths and positive attributes that stood out during the appraisal period. 
Provide specific examples or instances that showcase these strengths.] 
 
Areas for Improvement: 
[Highlight any areas where the employee could improve or develop further. Be constructive and 
offer suggestions for growth and enhancement.] 
 
Goal Achievement: 
[Discuss the employee's progress in achieving the goals set during the previous appraisal period. 
Note any notable accomplishments and contributions towards team or organizational objectives.] 
 
Performance Goals for the Coming Year: 
[Outline specific performance goals and expectations for the upcoming year. Clearly define targets, 
milestones, and areas for development. Ensure that these goals align with the overall objectives of 
the department or organization.] 
 
Training and Development: 
[If applicable, discuss any training or development opportunities that will support the employee in 
achieving their goals and enhancing their skills.] 
 
Acknowledgment and Appreciation: 
I would like to express my sincere appreciation for your hard work, dedication, and exceptional 
performance throughout the year. Your commitment to excellence has significantly contributed to 
the success of our team and the organization as a whole. 
 
Please take the time to review this appraisal and feel free to schedule a meeting to discuss any 
questions or concerns you may have. Additionally, if there are any specific areas you would like to 
focus on for your professional development, please let me know, and we can work together to 
create a plan. 
 
Thank you once again for your outstanding contributions. I look forward to another successful year 



of collaboration and achievement. 
 
Best Regards, 
 
[Your Name] 
[Your Position] 
[Company Name] 


