
Yearly Accomplishments Overview 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Yearly Accomplishments Summary 

Dear [Recipient's Name], 

I hope this message finds you well. As we wrap up the year, I would like to take a moment to 

highlight our key accomplishments over the past twelve months. 

1. Major Projects Completed 

• [Project Name]: [Brief Description] 

• [Project Name]: [Brief Description] 

• [Project Name]: [Brief Description] 

2. Goals Achieved 

• [Goal Description] 

• [Goal Description] 

• [Goal Description] 

3. Recognition and Awards 

• [Award/Recognition Name]: [Details] 

• [Award/Recognition Name]: [Details] 

Thank you for your support and collaboration throughout the year. I look forward to achieving 

even greater success in the upcoming year. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


