Colleague Evaluation Insights

Date: [Insert Date]
To: [Insert Colleague's Name]
From: [Your Name]

Subject: Evaluation Insights for [Colleague's Name]

Overview

This document contains an evaluation of [Colleague's Name] based on my observations and
interactions over the past [time period].

Strengths
« Exceptional teamwork and collaboration skills.
o Consistently meets and exceeds project deadlines.
« Strong analytical and problem-solving abilities.

Areas for Improvement

o Could benefit from more effective time management strategies.
e Should enhance presentation and public speaking skills.

Overall Impression

[Colleague’'s Name] is a valuable asset to our team, and with targeted development in the
identified areas, | believe they will continue to contribute significantly to our projects and goals.

Next Steps

| recommend scheduling a follow-up meeting to discuss these insights and establish an action
plan for development.

Best regards,

[Your Name]



