End-of-Year Performance Report

Dear [Employee's Name],

As we come to the end of [Year], | would like to take this opportunity to review your
performance over the past year.

Performance Overview

Your contributions have been invaluable, particularly in the areas of:
e [Key Achievement 1]

o [Key Achievement 2]
e [Key Achievement 3]

Areas for Improvement

While your performance has been commendable, there are a few areas where we would like to
see growth:

e [Improvement Area 1]
e [Improvement Area 2]

Goals for Next Year
Moving forward, we hope to focus on the following goals:

e [Goal 1]
e [Goal 2]

Thank you for your hard work and dedication. We look forward to another successful year
ahead!

Sincerely,
[Your Name]

[Your Position]



