
Quarterly Performance Check-In 

Dear [Employee's Name], 

As part of our ongoing commitment to your professional development, it is time for your 

quarterly performance check-in. This is an opportunity for us to review your progress, discuss 

any challenges you may be facing, and set goals for the upcoming quarter. 

Please come prepared to discuss the following: 

• Your achievements over the last quarter 

• Areas where you feel you have excelled 

• Challenges you have encountered and how we can support you 

• Your goals for the upcoming quarter 

The meeting is scheduled for [Date] at [Time]. We will be meeting in [Location/Platform]. 

We value your contributions and look forward to our discussion. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


