
Performance Summary and Future Plans 

Date: [Insert Date] 

To: [Employee Name] 

From: [Manager Name] 

Subject: Performance Summary and Future Plans 

 

Performance Summary 

Dear [Employee Name], 

Over the past [time period], you have demonstrated significant contributions to our team. Your 

accomplishments include: 

• [Achievement 1] 

• [Achievement 2] 

• [Achievement 3] 

Your dedication and hard work have not gone unnoticed, and we appreciate your efforts towards 

achieving our goals. 

Future Plans 

Looking forward, we would like to focus on the following areas to enhance your performance 

further: 

• [Future Plan 1] 

• [Future Plan 2] 

• [Future Plan 3] 

We look forward to seeing your continued growth and contribution to the team. 

Best regards, 

[Manager Name] 

[Manager Title] 

[Company Name] 


