Employee Stock Option Plan Performance
Assessment

Date: [Insert Date]

To: [Employee Name]

From: [Your Name]

Subject: Performance Assessment for Employee Stock Option Plan

Dear [Employee Name],

We are pleased to conduct a performance assessment concerning your participation in the

Employee Stock Option Plan (ESOP). This evaluation is essential in ensuring that the objectives
of the plan align with your contributions and performance over the past [time period].

Performance Highlights

o Achievement of [specific goal or metric]
« Demonstration of [skills or competencies]
« Contribution to [specific project or initiative]

Assessment Metrics

Your performance has been evaluated based on the following metrics:

e Quality of work

e Team Collaboration

e Innovation and Initiative

o Adherence to company values
Next Steps

Based on the assessment, we will schedule a meeting to discuss your performance in detail and
the potential impact on your stock options. Please prepare any questions or topics you would like
to discuss during our meeting.

Thank you for your hard work and dedication to [Company Name]. We look forward to our
discussion.

Sincerely,



[Your Name]
[Your Position]
[Company Name]

[Contact Information]



