Dear [Employee's Name],

I hope this message finds you well. I want to take a moment to provide feedback on your recent
professional development activities.

Firstly, I commend you for your commitment to enhancing your skills through [specific course
or training]. Your engagement in this course has shown significant progress in [specific skills or
areas].

Additionally, the application of what you have learned in your daily tasks, especially in [specific
project or task], has positively impacted our team's productivity. Your ability to [specific
achievement] demonstrates your growth and dedication.

Moving forward, | encourage you to continue pursuing opportunities that challenge you.
Focusing on [area for further improvement] could be particularly beneficial for your
development.

Thank you for your hard work and commitment. Please feel free to reach out if you would like to
discuss this feedback in more detail.

Best regards,
[Your Name]
[Your Position]

[Your Company]



