
Performance Expectations for 2024 

Date: [Insert Date] 

Employee Name: [Insert Employee Name] 

Position: [Insert Employee Position] 

Dear [Employee Name], 

As we look forward to the upcoming year, I would like to outline our performance expectations 

to ensure clarity and alignment in our goals. 

Key Performance Areas 

• Quality of Work: Maintain high standards in all deliverables. 

• Collaboration: Foster teamwork and communication across departments. 

• Innovation: Seek opportunities for improvement and propose new ideas. 

• Customer Service: Ensure customer satisfaction and address concerns promptly. 

• Professional Development: Engage in training and development activities. 

Goals for 2024 

1. Complete project X by [insert deadline]. 

2. Increase team collaboration by participating in bi-weekly meetings. 

3. Achieve a customer satisfaction score of 90% or higher. 

Your contribution is vital to our success, and I am confident in your abilities to meet these 

expectations. We will have regular check-ins to discuss your progress and provide support where 

needed. 

Thank you for your commitment, and let's make 2024 a successful year! 

Sincerely, 

[Your Name] 

[Your Position] 


