Performance Appraisal Letter

Date: [Insert Date]

To: [Employee Name]

Position: Insurance Advisor

From: [Manager/Supervisor Name]

Subject: Performance Appraisal Results

Dear [Employee Name],

| am pleased to present you with the performance appraisal for the review period of [Insert Start

Date] to [Insert End Date]. This appraisal reflects your contributions and performance in your
role as an Insurance Advisor.

Performance Summary

During this period, you have demonstrated excellent skills in the following areas:

Client Relationship Management

Sales Performance

Knowledge of Insurance Products
Compliance with Regulatory Standards
Communication and Presentation Skills

Achievements

Your notable achievements include:
e [Achievement 1]

e [Achievement 2]
e [Achievement 3]

Areas for Improvement
We also encourage you to focus on the following areas for improvement:

e [Areal]
o [Area?2]



Goals for Next Period
Looking forward, we would like you to set goals in the following areas:

o [Goal 1]
e [Goal 2]

Your overall performance rating is: [Insert Rating]

We appreciate your commitment and effort in your role, and we look forward to your continued
growth and success in the company.

Best regards,
[Manager/Supervisor Name]

[Company Name]



