
Self-Reflection on My Effort Levels 

Date:  

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to reflect on my levels of effort in [specific area or 

project] over the past [time period]. This self-reflection is an important process for me to 

evaluate my contributions and identify areas for improvement. 

Achievements 

During this period, I have accomplished the following: 

• [Achievement 1] 

• [Achievement 2] 

• [Achievement 3] 

Challenges 

Despite these achievements, I faced several challenges that impacted my performance: 

• [Challenge 1] 

• [Challenge 2] 

• [Challenge 3] 

Self-Assessment 

Upon reflection, I believe my effort levels were [describe effort levels, e.g., consistent, 

fluctuating, etc.]. I recognize that in some instances, I could have [suggestions for improvement]. 

Action Plan 

To enhance my performance in the future, I plan to: 

• [Action Step 1] 

• [Action Step 2] 

• [Action Step 3] 

Thank you for your support and understanding as I work through this self-reflection process. I 

look forward to discussing my insights with you. 

Sincerely, 



[Your Name] 


