
Performance Appraisal 

Date: [Date] 

Employee Name: [Employee Name] 

Position: [Employee Position] 

Department: [Department Name] 

Dear [Employee Name], 

I am pleased to provide you with your performance appraisal for the [time period]. Your 

contributions to our team and the organization have been commendable. Your hard work, 

dedication, and professionalism have not gone unnoticed. 

Some of your key strengths include: 

• Consistently meeting and exceeding performance goals 

• Demonstrating exceptional teamwork and collaboration 

• Exhibiting a strong work ethic and reliability 

In addition to your strengths, I encourage you to continue developing your skills in [specific area 

for improvement]. Overall, your performance has been exemplary, and you are a valuable asset 

to our team. 

Thank you for your hard work and commitment. We look forward to your continued success and 

contributions to the organization. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


