Mid-Year Review for [Team Member's
Name]

Date: [Date]
Dear [Team Member's Name],
I hope this message finds you well. As we reach the midpoint of the year, it is time for our mid-

year review. This is an opportunity to reflect on your accomplishments, discuss challenges, and
set goals for the remainder of the year.

Accomplishments

Throughout the past six months, you have successfully:
e [Accomplishment 1]

e [Accomplishment 2]
e [Accomplishment 3]

Challenges
We also recognize some challenges you may have faced, such as:

« [Challenge 1]
e [Challenge 2]

Goals for the Next Six Months

Looking forward, let's set some goals to achieve by the end of the year:

e [Goal 1]
e [Goal 2]

| appreciate your hard work and dedication. Please let me know your availability for a one-on-
one meeting to discuss this review in detail.

Best regards,
[Your Name]
[Your Job Title]

[Your Company]



