
Feedback Session Summary 

Dear [Employee's Name], 

I wanted to take a moment to express my appreciation for your outstanding performance during 

this past quarter. Your dedication and hard work have not gone unnoticed, and I'm truly 

impressed by your contributions to our team. 

Specifically, your ability to [mention specific achievement or project] was exceptional and 

demonstrated your skills and commitment. Your proactive approach to [mention another positive 

trait or action] has greatly enhanced our workflow and morale. 

I encourage you to continue this positive momentum. Your efforts are invaluable to our success, 

and I look forward to seeing your continued growth and achievements. 

Thank you for your hard work! 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company] 


