
Performance Highlight Memo 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Performance Highlights for [Employee's Name/Team Name] 

Overview 

This memo outlines the key performance highlights of [Employee's Name/Team Name] for the 

period of [Insert Timeframe]. 

Achievements 

• [Achievement 1: Description] 

• [Achievement 2: Description] 

• [Achievement 3: Description] 

Impact 

The highlighted achievements have resulted in [describe impact on team/organization] and 

demonstrate [mention any relevant skills or contributions]. 

Conclusion 

We appreciate the hard work and dedication shown by [Employee's Name/Team Name] and look 

forward to continued successes in the future. 

Best regards, 

[Your Name] 

[Your Position] 


