
Quarterly Review - [Quarter] [Year] 

Dear [Team Member's Name], 

As we reach the end of this quarter, it's time to reflect on our achievements, challenges, and areas 

for growth. I want to take a moment to recognize your contributions and provide feedback on 

your performance. 

Key Achievements 

• [Achievement 1] 

• [Achievement 2] 

• [Achievement 3] 

Areas for Improvement 

• [Improvement Area 1] 

• [Improvement Area 2] 

Goals for Next Quarter 

• [Goal 1] 

• [Goal 2] 

I appreciate your hard work and dedication. Let's strive to achieve even greater success in the 

upcoming quarter. Feel free to reach out if you have any questions or need assistance. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


