
Year-End Feedback and Evaluation 

Dear [Employee's Name], 

As we approach the end of the year, it is time to reflect on your performance and contributions to 

[Company Name]. This evaluation process aims to recognize your efforts and set goals for the 

upcoming year. 

Feedback Summary 

Throughout the year, you have excelled in the following areas: 

• [Specific Achievement 1] 

• [Specific Achievement 2] 

• [Specific Achievement 3] 

Areas for Improvement 

We encourage you to focus on the following areas for growth: 

• [Improvement Area 1] 

• [Improvement Area 2] 

• [Improvement Area 3] 

Goals for Next Year 

As we look forward to the next year, we would like to set the following goals: 

• [Goal 1] 

• [Goal 2] 

• [Goal 3] 

Please feel free to share your thoughts or feedback regarding this evaluation process. Your input 

is highly valued. 

Thank you for your hard work and dedication to [Company Name]. We look forward to another 

successful year ahead! 

Sincerely, 

[Your Name]  

[Your Position]  

[Company Name] 


