
Annual Performance Summary Disclosure 

Date: [Insert Date] 

To: [Employee's Name] 

Position: [Employee's Position] 

Department: [Employee's Department] 

Dear [Employee's Name], 

We are pleased to present your Annual Performance Summary for the year [Insert Year]. This 

summary outlines your achievements, contributions, and areas for growth during the past year. 

Performance Highlights 

• Achievement 1: [Describe Achievement] 

• Achievement 2: [Describe Achievement] 

• Achievement 3: [Describe Achievement] 

Key Contributions 

[Describe key contributions and their impact on the team or organization.] 

Areas for Improvement 

[Mention any areas where improvement is needed and suggestions for development.] 

Goals for Next Year 

• Goal 1: [Set Specific Goal] 

• Goal 2: [Set Specific Goal] 

• Goal 3: [Set Specific Goal] 

We appreciate your hard work and dedication over the past year. Your efforts are vital to our 

team's success and we look forward to your continued growth and contributions in the upcoming 

year. 

Best Regards, 

[Your Name] 

[Your Position] 



[Company Name] 


