Quarterly Sales Performance Evaluation

Date: [Insert Date]

To: [Employee Name]

From: [Manager Name]

Subject: Quarterly Sales Performance Evaluation
Dear [Employee Name],

| hope this message finds you well. As we complete the [Insert Quarter] of [Insert Year], | would
like to take this opportunity to evaluate your sales performance during this period.

Performance Summary

Your total sales for the quarter amount to [Insert Sales Amount], which is [Percentage]% of our
set target of [Insert Target Amount]. This represents a [Increase/Decrease]% compared to the
previous quarter.

Highlights
o Successful execution of [specific project or initiative].

« Development of key client relationships leading to increased sales.
o Achievement of [specific milestone or goal].

Areas for Improvement

o Enhance follow-up strategies for leads.
« Improve product knowledge and customer engagement techniques.
e Focus on closing sales more effectively.

Goals for Next Quarter

For the upcoming quarter, | encourage you to aim for the following goals:

e Increase total sales by [Percentage]%.
o Expand client base by targeting [specific markets or demographics].
o Attend [number] of training sessions to enhance skills.

Thank you for your continued efforts and contributions to the team. I look forward to your
progress in the next quarter and am here to support you in achieving your goals.



Best regards,
[Manager Name]
[Manager Title]

[Company Name]



