
Sales Team Performance Review 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Performance Review of Sales Team 

Dear [Recipient Name], 

I hope this message finds you well. As we reach the end of the quarter, it is time to review the 

performance of our sales team. Below is an overview of our accomplishments and areas for 

improvement. 

Highlights: 

• Achieved [X]% growth in sales compared to the previous quarter. 

• Successfully launched [Product/Service] resulting in [X] new clients. 

• Exceeded our sales targets by [X] amount. 

Areas for Improvement: 

• Increase engagement in follow-up communications with leads. 

• Provide more training on [specific skill or product]. 

• Focus on time management to improve efficiency. 

Moving forward, I recommend that we set specific goals for each team member and hold 

monthly check-ins to ensure we remain on track. 

Thank you for your continued hard work and dedication. Please let me know if you have any 

questions or if you would like to discuss this review further. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


