<place your establishments name/logo here>

06 September 2019
RE: Staff Appraisal
Dear «GreetingLine»
We would like to inform you that your yearly performance appraisal is scheduled for <place the date here>.
It will take place in the <name of venue> at <time>.
The appraisal should take no longer than thirty minutes and we would appreciate it if you would review the following questions prior to attending your appraisal;

· In your opinion, how have you performed over the past <year/working period>?

· What training would you like to receive in the future?

· Do you find that you work well with your team mates?

· Do you have a good working relationship with your supervisor?

· Is there a good working environment in <your department>?

· What in your opinion has been your best achievement?

· Where can you improve?

· How can we help you improve?

· Write down any questions which you may have

I look forward to discussing with you the above points and more on <day of appraisal>.
Yours Sincerely,

​

<Your Name>

Head of Department

