
Employee Accomplishments Summary 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Employee's Name] 

Subject: Summary of Accomplishments 

Dear [Manager's Name], 

I am writing to summarize my key accomplishments over the past [time period]. I believe these 

highlights reflect my contributions to our team and the organization's goals. 

Key Accomplishments: 

• Successfully completed [Project Name] ahead of schedule, resulting in [outcome]. 

• Increased [metric] by [%] through [action taken]. 

• Implemented [system/process] that improved efficiency by [%]. 

• Received [award/recognition] for [specific achievement]. 

• Mentored [number] of new employees, enhancing team performance and morale. 

Thank you for your continued support and guidance. I look forward to discussing my 

contributions further during our next meeting. 

Sincerely, 

[Employee's Name] 

[Employee's Position] 


