Staff Performance Analysis

Date: [Insert Date]

To: [Employee Name]

From: [Manager/Supervisor Name]
Subject: Performance Analysis Review
Dear [Employee Name],

As part of our ongoing efforts to maintain a high standard of performance within our team, |
would like to present you with your performance analysis for the past [insert time period].

Performance Summary

o Strengths: [List of strengths]
o Areas for Improvement: [List of areas for improvement]
e Goals Achieved: [List of goals achieved]
e Future Goals: [List of future goals]
Feedback

[Provide detailed feedback on performance, including specific examples and suggestions for
improvement.]

We encourage you to schedule a meeting to discuss this analysis further and develop a plan for
continued growth and improvement. Your contributions are valuable to our team, and we are
committed to supporting your professional development.

Best regards,

[Manager/Supervisor Signature]

[Manager/Supervisor Name]

[Manager/Supervisor Title]

[Company Name]



