Performance Review Summary

Date: [Insert Date]
Employee Name: [Insert Employee Name]

Position: [Insert Position]

Performance Overview

Dear [Employee's Name],
During this review period, we have noted several strengths in your performance:
e [Strength 1]

o [Strength 2]
e [Strength 3]

Areas for Improvement

While your contributions are valued, there are some areas where improvement is needed:
e [Area for Improvement 1] - [Constructive Feedback]

o [Area for Improvement 2] - [Constructive Feedback]
e [Area for Improvement 3] - [Constructive Feedback]

Action Plan

To support your development, we suggest the following action steps:
e [Action Step 1]
e [Action Step 2]
e [Action Step 3]

We appreciate your hard work and dedication to your role. Together, we can work towards
enhancing your performance.

Sincerely,
[Your Name]

[Your Position]



