
Quarterly Performance Review Summary 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Manager's Name] 

Subject: Quarterly Performance Review Summary - [Quarter/Year] 

Performance Overview 

[Brief summary of the employee's performance during the quarter] 

Key Achievements 

• [Achievement 1] 

• [Achievement 2] 

• [Achievement 3] 

Areas for Improvement 

[Discuss any areas where improvement is needed] 

Goals for Next Quarter 

• [Goal 1] 

• [Goal 2] 

• [Goal 3] 

Conclusion 

[Final thoughts and encouragement for the upcoming quarter] 

Sincerely, 

[Manager's Name] 

[Manager's Title] 


