
Work Performance Summary 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Manager's Name] 

Subject: Performance Summary for [Time Period] 

Introduction 

Dear [Employee's Name], 

This document serves as a summary of your performance during the [specify time period] as a 

[Employee's Job Title] at [Company Name]. 

Performance Overview 

You have demonstrated exceptional performance in the following areas: 

• Achievement of targets and goals 

• Quality of work delivered 

• Collaboration and teamwork 

Strengths 

Your key strengths include: 

• [Strength 1] 

• [Strength 2] 

• [Strength 3] 

Areas for Improvement 

While your performance has been commendable, here are some areas to focus on: 

• [Area 1] 

• [Area 2] 

Goals for Next Period 

For the next performance period, consider the following goals: 



• [Goal 1] 

• [Goal 2] 

Conclusion 

Thank you for your hard work and commitment to excellence. We look forward to seeing your 

continued growth and contributions to the team. 

Sincerely, 

[Manager's Name] 

[Manager's Job Title] 

[Company Name] 


