
Performance Assessment Alert 

Date: [Insert Date] 

To: [Supervisor's Name] 

From: [Your Name] 

Subject: Performance Assessment Notification 

Dear [Supervisor's Name], 

This is a formal notification regarding the upcoming performance assessments for your team 

members. 

The assessments will take place on [Insert Dates] and must be completed by [Insert Due Date]. 

Please ensure that you provide constructive feedback and document each team member's 

performance based on the established criteria. 

If you have any questions or require assistance in the process, do not hesitate to reach out. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


