End-of-Year Achievements Outline

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]

Subject: End-of-Year Assessment of Achievements

Introduction

Dear [Recipient Name],

As we approach the end of the year, | would like to take this opportunity to outline the key
achievements and milestones accomplished during this period.

Key Achievements

e Project Completion: Successfully completed [Project Name] which resulted in [specific

outcome or benefit].

o Professional Development: Attended [workshops, conferences] and acquired skills in
[specific area].

e Team Leadership: Led a team of [number] members to achieve [specific goal or
project].

e Target Achievement: Met/exceeded revenue targets by [% or amount] through [specific
strategies employed].

o Community Engagement: Participated in [specific community service or outreach
programs], impacting [number] of individuals.

Conclusion

Thank you for your support throughout this year. | look forward to discussing these
achievements in further detail during our upcoming review.

Sincerely,
[Your Name]

[Your Position]



