
Development Review Letter 

Date: ___________ 

To: [Employee's Name] 

Position: [Employee's Position] 

From: [Supervisor's Name] 

Position: [Supervisor's Position] 

Subject: Development Review 

Dear [Employee's Name], 

As part of our ongoing commitment to professional development and performance improvement, 

we have conducted a review of your progress and contributions within [Agency Name]. This 

letter serves to summarize our discussion and outline recommendations for your continued 

growth. 

Performance Highlights 

• [Highlight specific achievement or task completed] 

• [Highlight a positive interaction with clients or community] 

• [Mention teamwork or collaboration efforts] 

Areas for Improvement 

• [Identify area needing attention] 

• [Suggest training or resources to assist] 

Goals Moving Forward 

We recommend setting the following goals for the next review period: 

• [Goal 1] 

• [Goal 2] 

• [Goal 3] 

We appreciate your contributions to [Agency Name] and look forward to supporting your 

development in the upcoming months. Please feel free to reach out if you have any questions or 

need further assistance. 



Sincerely, 

[Supervisor's Name] 

[Supervisor's Position] 

[Agency Name] 

[Contact Information] 


