
Yearly Evaluation Summary 

Date: [Insert Date] 

Employee Name: [Insert Employee Name] 

Position: [Insert Position] 

Department: [Insert Department] 

Performance Overview 

[Insert a brief summary of the employee's overall performance during the year.] 

Key Achievements 

• [Insert Achievement 1] 

• [Insert Achievement 2] 

• [Insert Achievement 3] 

Areas for Improvement 

• [Insert Area 1] 

• [Insert Area 2] 

Goals for Next Year 

• [Insert Goal 1] 

• [Insert Goal 2] 

Thank you for your hard work and contributions this year. 

Sincerely, 

[Your Name] 

[Your Position] 


