
Performance Metrics Evaluation 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Manager's Name] 

Subject: Performance Metrics Evaluation 

Dear [Employee's Name], 

We are pleased to present your performance metrics evaluation for the [time period] period. The 

following metrics have been assessed: 

1. Key Performance Indicators (KPIs) 

• Quality of Work: [Rating/Comments] 

• Efficiency: [Rating/Comments] 

• Team Collaboration: [Rating/Comments] 

• Customer Feedback: [Rating/Comments] 

2. Goals Accomplished 

During this evaluation period, you accomplished the following goals: 

• [Goal 1] 

• [Goal 2] 

• [Goal 3] 

3. Areas for Improvement 

We have identified the following areas for improvement: 

• [Improvement Area 1] 

• [Improvement Area 2] 

4. Next Steps 

To support your growth, we recommend the following next steps: 

• [Next Step 1] 

• [Next Step 2] 



Thank you for your hard work and dedication. We look forward to your continued success. 

Sincerely, 

[Manager's Name] 

[Manager's Title] 

[Company Name] 


