Individual Performance Summary

Date: [Insert Date]

To: [Employee Name]

From: [Manager's Name]

Subject: Performance Summary and Recognition
Dear [Employee Name],

| am pleased to present your individual performance summary for the [insert time period]. Your
contributions have significantly impacted our team and the company as a whole.

Key Achievements:

e [Achievement 1]
e [Achievement 2]
e [Achievement 3]

Skills Demonstrated:

o [Skill 1]
. [Skill 2]
o [Skill 3]

Future Opportunities:

Looking ahead, | see several opportunities for you to further develop your skills and expand your
contributions:

e [Opportunity 1]

e [Opportunity 2]

e [Opportunity 3]
Thank you for your hard work and dedication. Your efforts are truly appreciated.
Sincerely,

[Manager's Name]

[Manager's Title]



