
Quarterly Sales Performance Evaluation 

Date: [Insert Date] 

To: [Employee Name] 

From: [Manager's Name] 

Subject: Quarterly Sales Performance Evaluation 

Dear [Employee Name], 

I hope this message finds you well. As we conclude the [insert quarter] of [insert year], I would 

like to take this opportunity to evaluate your sales performance during this period. 

Performance Overview 

Your total sales for this quarter amounted to [insert sales figure], which represents a [insert 

percentage]% increase/decrease compared to the previous quarter. This achievement 

demonstrates your [insert positive traits, e.g., hard work, dedication]. 

Key Highlights 

• [Highlight 1 - e.g., Major sale closed] 

• [Highlight 2 - e.g., New client acquisition] 

• [Highlight 3 - e.g., Exceeding monthly targets] 

Areas for Improvement 

While you have performed admirably, there are a few areas where improvement would be 

beneficial: 

• [Area for Improvement 1] 

• [Area for Improvement 2] 

Goals for Next Quarter 

Looking ahead, I encourage you to focus on the following objectives: 

• [Goal 1] 

• [Goal 2] 



Thank you for your hard work and commitment to our team's success. Please feel free to reach 

out if you have any questions or require further clarification. 

Best regards, 

[Manager's Name] 

[Manager's Title] 

[Company Name] 


