
Work Review Insights 

Date: [Insert Date] 

To: [Employee Name] 

From: [Manager/Supervisor Name] 

Subject: Work Review Insights 

Dear [Employee Name], 

As part of our ongoing commitment to employee development, I wanted to take a moment to 

share some insights from your recent work review. 

Strengths 

• [Strength 1] 

• [Strength 2] 

• [Strength 3] 

Areas for Improvement 

• [Improvement Area 1] 

• [Improvement Area 2] 

Action Plan 

To support your growth, I recommend the following steps: 

• [Action Step 1] 

• [Action Step 2] 

I appreciate your contributions to the team and am looking forward to seeing your continued 

development. 

Best regards, 

[Your Name] 

[Your Position] 


