
Annual Performance Review 

Date: [Insert Date] 

To: [Member's Name] 

From: [Reviewer's Name] 

Subject: Annual Performance Review for [Review Year] 

Dear [Member's Name], 

As part of our continuous improvement and growth initiative, we have completed your annual 

performance review for the year [Review Year]. This review outlines your achievements, areas 

for improvement, and future goals. 

Achievements 

• [Achievement 1] 

• [Achievement 2] 

• [Achievement 3] 

Areas for Improvement 

• [Area for Improvement 1] 

• [Area for Improvement 2] 

Goals for Next Year 

• [Goal 1] 

• [Goal 2] 

• [Goal 3] 

We appreciate your hard work and dedication over the past year. We believe that with continued 

effort, you can achieve the goals set for the upcoming year. 

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

further. 

Sincerely, 

[Reviewer's Name] 

[Position] 

[Company/Organization Name] 


