
Performance Feedback 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Exceptional Performance Feedback 

Dear [Employee's Name], 

I am writing to take a moment to acknowledge and commend you for the exceptional work you 

have demonstrated over the past [time period]. Your dedication and commitment to excellence 

have not gone unnoticed. 

Your ability to [specific achievement or skill] has significantly contributed to our team's success. 

The way you [describe specific actions or results] has set a great example for your colleagues 

and has greatly improved our [project or department]. 

I appreciate your hard work and positive attitude, which create a motivating environment for 

everyone. Your contributions are vital to our ongoing success, and I am excited to see where 

your talents will take you in the future. 

Thank you once again for your outstanding efforts. Keep up the great work! 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


