
Regional Sales Outcomes Appraisal 

Date: [Insert Date] 

To: [Salesperson's Name] 

From: [Manager's Name] 

Subject: Regional Sales Outcomes Appraisal 

Dear [Salesperson's Name], 

I hope this message finds you well. As part of our ongoing commitment to evaluate and enhance 

our sales performance, I am writing to provide you with a detailed appraisal of your regional 

sales outcomes for the period of [Insert Period]. 

Performance Overview 

During this appraisal period, your sales figures showed a [positive/negative] trend, with [specific 

achievements or challenges]. Your efforts in [specific market or product area] have resulted in 

[specific results]. 

Key Metrics 

• Total Sales: [Insert Figure] 

• New Clients Acquired: [Insert Figure] 

• Client Retention Rate: [Insert Percentage] 

• Sales Growth Rate: [Insert Percentage] 

Strengths and Contributions 

Your strengths include [list strengths] and your contributions to the team, particularly in 

[mention specific projects or initiatives], have been commendable. 

Areas for Improvement 

To further elevate your performance, I encourage you to focus on [list areas for improvement]. 

Next Steps 

For the upcoming quarter, I would like to set up a meeting to discuss strategies for personal 

development and how we can leverage your talents to achieve even greater results. 



Thank you for your hard work and dedication to our sales efforts. I look forward to discussing 

this appraisal with you in detail. 

Sincerely, 

[Manager's Name] 

[Manager's Position] 

[Company Name] 


