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Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Summary of Employee Survey Findings 

Introduction 

The purpose of this communication is to summarize the findings from the recent employee 

survey conducted from [Start Date] to [End Date]. This survey aimed to gather insights on 

employee satisfaction, engagement, and areas for improvement. 

Key Findings 

• Overall Satisfaction: [Percentage]% of employees reported feeling satisfied with their 

job roles. 

• Engagement Levels: [Percentage]% indicated a high level of engagement in their work. 

• Areas for Improvement:  

o Communication: Employees suggested more open lines of communication from 

management. 

o Professional Development: A significant number expressed a desire for more 

training opportunities. 

Recommendations 

Based on the findings, we recommend the following actions: 

1. Enhance communication strategies to ensure transparency. 

2. Develop a structured professional development program. 

Conclusion 

The insights gained from this survey are invaluable for fostering a supportive work environment. 

We encourage discussion on these findings and the proposed recommendations in our upcoming 

team meeting. 

Thank you for your attention to this matter. 

Best regards, 



[Your Name] 

[Your Job Title] 

[Company Name] 


