
Subject: Request for Comprehensive 

Performance Review 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Job Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally appeal for a comprehensive 

performance review regarding my work and contributions to [Company Name]. I believe that a 

thorough assessment will provide valuable insights into my performance and growth within the 

team. 

Over the past [duration], I have taken on various responsibilities, including [briefly mention key 

projects or roles]. I am committed to [mention any specific goals or values related to the 

company], and I would greatly appreciate your feedback and guidance to help me align better 

with our organizational objectives. 

I understand that performance reviews are an essential part of employee development, and I am 

eager to engage in constructive dialogue about my performance. I believe we could discuss areas 

of strength as well as opportunities for improvement, which would be beneficial for my career 

growth and contribution to our team. 

Thank you for considering my request. I am looking forward to your reply and the possibility of 

discussing this further. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Department] 

[Your Contact Information] 


