Performance Summary and
Recommendations

Date: [Insert Date]
To: [Employee's Name]
From: [Manager's Name]

Subject: Performance Summary and Recommendations

Performance Summary
[Employee’'s Name] has demonstrated significant strengths in the following areas:
e Quality of Work

e Team Collaboration
e Time Management

Overall Assessment
Throughout the review period, [Employee's Name] have consistently met and, in many instances,

exceeded performance expectations. Their contribution has notably enhanced our team's
effectiveness.

Areas for Improvement
While there have been many positive aspects, there are areas where improvement is necessary:

e Communication Skills
o Adaptability to Change

Recommendations

To enhance overall performance, | recommend the following actions:

o Attend a workshop on effective communication
o Participate in team-building activities

Conclusion



Overall, [Employee's Name] has proven to be a valuable asset to our team. With focused efforts
on the identified areas for improvement, | am confident that [he/she/they] will continue to grow
and succeed in [his/her/their] role.

Best regards,
[Manager's Name]
[Manager's Title]



