
Performance Metrics Evaluation 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Manager's Name] 

Subject: Performance Metrics Evaluation 

Dear [Employee's Name], 

As part of our regular performance evaluation process, we have reviewed your performance 

metrics for the [specific period, e.g., Q1 2023]. The following points summarize your 

achievements and areas for improvement: 

Achievements 

• Goal 1: [Description of goal and achievement] 

• Goal 2: [Description of goal and achievement] 

• Goal 3: [Description of goal and achievement] 

Areas for Improvement 

• Area 1: [Description of area and suggestions for improvement] 

• Area 2: [Description of area and suggestions for improvement] 

Overall, your contributions have significantly impacted our team's success. We encourage you to 

continue pursuing excellence and to focus on the suggested areas for improvement. 

Thank you for your hard work and dedication. 

Sincerely, 

[Manager's Name] 

[Manager's Position] 


