
Annual Review Recommendations 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Recommendations from Annual Review 

Dear [Recipient's Name], 

As we reflect on the past year during our annual review, I would like to present the following 

recommendations to enhance our performance and growth: 

1. Performance Improvement: Implement targeted training programs to address skills 

gaps observed in the review. 

2. Process Optimization: Streamline communication channels to improve cross-

departmental collaboration. 

3. Goal Setting: Establish clearer, measurable objectives for each team to align with 

company goals. 

4. Employee Engagement: Conduct regular feedback sessions to understand employee 

needs and enhance morale. 

5. Innovation Initiatives: Foster a culture of innovation by encouraging creative projects 

and idea sharing. 

Thank you for considering these recommendations. I believe that implementing them will lead to 

substantial improvements in our operations. I look forward to discussing this further. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


