Performance Feedback Integration Letter

Date: [Insert Date]

To: [Employee's Name]

From: [Your Name]

Subject: Integrating Feedback for Performance Enhancement

Dear [Employee's Name],

Thank you for your hard work and dedication over the past [time frame]. | appreciate your

contributions to our team and would like to provide some feedback that I believe will help you
enhance your performance further.

Feedback Summary:

« Strengths: [Mention specific strengths]
e Areas for Improvement: [Mention specific areas for improvement]

Action Plan:
To help you in this regard, | suggest the following actions:
1. [Action Item 1]
2. [Action Item 2]
3. [Action Item 3]
| believe that by focusing on these areas, you will see significant improvements in your
performance. Please feel free to reach out if you need further clarification or support in
implementing this feedback.
Looking forward to seeing your progress!
Best regards,

[Your Name]

[Your Position]



