
Shipping Team Performance Evaluation 

Date: [Insert Date] 

To: [Employee Name] 

From: [Manager Name] 

Subject: Performance Evaluation 

Dear [Employee Name], 

This letter serves to provide you with feedback on your performance as a member of the shipping 

team over the past [insert time period]. Your contributions have been essential to our operations, 

and we appreciate your efforts in maintaining our shipping standards. 

Performance Highlights 

• Timely processing of shipments: You consistently met deadlines and ensured all 

packages were dispatched on time. 

• Accuracy in order fulfillment: Your attention to detail minimized errors in shipping 

documentation and product delivery. 

• Team collaboration: You worked effectively with colleagues to streamline operations, 

facilitating a positive team environment. 

Areas for Improvement 

• Communication: Enhancing communication with team members regarding shipment 

statuses would further improve efficiency. 

• Adaptability: Flexibility during peak shipping periods needs attention to manage 

workload fluctuations. 

Overall, your performance has positively impacted the team, and we encourage you to continue 

working on the areas outlined. We look forward to discussing this evaluation further in our 

upcoming meeting. 

Thank you for your hard work and dedication. 

Sincerely, 

[Manager Name] 

[Manager Title] 



[Company Name] 


