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[DATE]
Dear [NAME],
Once again, it’s time for your annual Staff Performance Evaluation.
We will be meeting to review highlights from the past year and to determine your job goals and priorities for the upcoming year.  Our review should be a constructive, two-way dialogue where together we develop strategies and goals that are beneficial for both your professional development and [DEPARTMENT NAME].
Primary goals of a performance evaluation are for you to assess and acknowledge accomplishments made during [LAST YEAR]; to identify goals, training and professional development opportunities for the coming year; and, for staff members and their managers to communicate and agree upon expectations.
Attached is a list of discussion topics for our review meeting.  Please complete these discussion questions and return the form to [XXX] prior to your scheduled review date of [DATE] so that the meeting can be as productive as possible.
Sincerely,

image1.jpg
.F Carnegie Mellon
Y1 ENGINEERING




