
Reminder: Upcoming Performance Review 

Dear [Employee's Name], 

This is a friendly reminder that your performance review is scheduled for [Date] at [Time]. 

Please ensure you prepare any necessary documentation and reflect on your accomplishments 

over the past review period. 

Feel free to reach out if you have any questions or need to reschedule. 

Looking forward to our discussion. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


