
Performance Assessment Letter 

Date: [Insert Date] 

To: [Executive's Name] 

Position: [Executive's Position] 

Company: [Company Name] 

Dear [Executive's Name], 

We are pleased to present your annual performance assessment for the period of [Insert Time 

Period]. This assessment aims to evaluate your contributions to the board and the overall 

operational effectiveness of our organization. 

Assessment Overview 

Your performance has been assessed based on the following key performance indicators (KPIs): 

• [KPI 1: Description] 

• [KPI 2: Description] 

• [KPI 3: Description] 

Overall Performance Rating 

Your overall performance rating is: [Insert Rating]. This rating reflects your ability to [Insert 

Summary of Performance]. 

Strengths 

Some of your notable strengths include: 

• [Strength 1] 

• [Strength 2] 

• [Strength 3] 

Areas for Improvement 

While your performance has been commendable, there are areas identified for improvement: 

• [Improvement Area 1] 

• [Improvement Area 2] 



• [Improvement Area 3] 

Goals for Next Period 

For the upcoming assessment period, we recommend focusing on the following goals: 

• [Goal 1] 

• [Goal 2] 

• [Goal 3] 

We appreciate your hard work and dedication to [Company Name]. We believe that with a 

continued focus on growth and excellence, you can achieve even greater success in the following 

year. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


