Constructive Feedback for Appraisal Meeting

Dear [Employee's Name],

I hope this message finds you well. As we prepare for your upcoming appraisal meeting, |
wanted to take a moment to share some constructive feedback that | believe will be beneficial for
your professional development.

Strengths

e Communication SKills: You have consistently demonstrated effective communication
with both your peers and clients, facilitating smooth collaboration.

e Problem-Solving Abilities: Your proactive approach to addressing challenges has been
commendable and has positively impacted our team's productivity.

Areas for Improvement

« Time Management: While you produce quality work, enhancing your time management
skills will help ensure deadlines are consistently met.

e Team Collaboration: Engaging more with your team during collaborative projects will
leverage diverse perspectives and improve outcomes.

| believe that focusing on these areas will not only contribute to your career growth but also
enhance our team's overall performance. | look forward to discussing this feedback further
during our meeting.

Thank you for your hard work and dedication.

Best regards,
[Your Name]
[Your Job Title]
[Your Company]



