
Annual Performance Benchmark 

Documentation 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Annual Performance Benchmarks for the Year [Insert Year] 

Dear [Employee's Name], 

As part of our annual review process, this letter serves to document the performance benchmarks 

achieved over the past year. The following points detail your performance in relation to the goals 

set at the beginning of the year: 

Performance Benchmarks: 

• Goal 1: [Description of Goal] - Achieved/Not Achieved 

• Goal 2: [Description of Goal] - Achieved/Not Achieved 

• Goal 3: [Description of Goal] - Achieved/Not Achieved 

Additional Comments: 

[Insert comments regarding performance, areas of improvement, and overall feedback] 

Next Steps: 

Moving forward, we recommend focusing on the following areas to enhance performance: 

• [Improvement Area 1] 

• [Improvement Area 2] 

• [Improvement Area 3] 

Thank you for your hard work and dedication over the past year. We look forward to your 

continued growth and contributions in the upcoming year. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


