
Operational Performance Review 

Date: [Insert Date] 

To: [Employee's Name] 

[Employee's Position] 

[Company Name] 

Dear [Employee's Name], 

In our continuous effort to enhance operational performance, we have conducted a review of 

your contributions and achievements over the past [Insert Time Period]. This review reflects 

your efforts in meeting company objectives and your overall performance. 

Performance Highlights 

• [Highlight 1] 

• [Highlight 2] 

• [Highlight 3] 

Areas for Improvement 

• [Area 1] 

• [Area 2] 

• [Area 3] 

We appreciate your hard work and dedication to your role. We encourage you to focus on the 

areas of improvement identified and continue building on your strengths. 

Please feel free to reach out if you have any questions or would like to discuss your review 

further. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


