
Quarterly KPI Performance Review 

Date: [Insert Date] 

To: [Employee Name] 

From: [Supervisor Name] 

Subject: Quarterly KPI Performance Review 

 

Introduction 

Dear [Employee Name], 

We are pleased to present your quarterly performance review, reflecting your contributions and 

accomplishments for the period ending [Insert Period]. This review focuses on your Key 

Performance Indicators (KPIs) established at the beginning of the quarter. 

Performance Overview 

KPI 1: [KPI Description] 

Target: [Target Value] | Actual: [Actual Value] | Status: [Met/Not Met] 

KPI 2: [KPI Description] 

Target: [Target Value] | Actual: [Actual Value] | Status: [Met/Not Met] 

KPI 3: [KPI Description] 

Target: [Target Value] | Actual: [Actual Value] | Status: [Met/Not Met] 

Strengths 

During this quarter, the following strengths were observed: 

• [Strength 1] 

• [Strength 2] 

• [Strength 3] 

Areas for Improvement 

To enhance your performance, consider focusing on the following areas: 



• [Area 1] 

• [Area 2] 

• [Area 3] 

Conclusion 

We appreciate your hard work and dedication over the past quarter. Please let us know if you 

have any questions or require further clarification regarding this review. 

Sincerely, 

[Supervisor Name] 

[Supervisors Title] 


