
Performance Appraisal Feedback 

Date: [Insert Date] 

Dear [Employee's Name], 

I am pleased to provide you with feedback following your recent performance appraisal. It is 

with great enthusiasm that I recognize your outstanding achievement in exceeding your targets 

for this review period. 

Your commitment to excellence and dedication to your role have not gone unnoticed. You 

consistently delivered results that surpassed expectations, demonstrating both initiative and a 

strong understanding of your responsibilities. 

Some highlights of your performance include: 

• Achievement of [specific target or goal] by [% exceeding target]. 

• Successful implementation of [specific project or strategy] which contributed to overall 

team success. 

• Exceptional collaboration with [team/department], leading to [specific outcome]. 

Your ability to [specific skill or trait] has greatly benefited the team and the organization as a 

whole. We appreciate your hard work and dedication, and we are excited to see how you will 

continue to drive success moving forward. 

Thank you for your outstanding contributions. Keep up the excellent work! 

Sincerely, 

[Your Name] 

[Your Position] 


