MEMORANDUM
TO:
FROM:
DATE:
RE:

[Insert Name]
[Insert Name]
[Insert Date]
90-Day Performance Review

As you are aware, it is the policy of [insert company name] to provide employees with a
performance evaluation upon completion of 90 days of employment. I am pleased to inform you
that the results of your 90-day evaluation in the role of [insert job title] indicate that your
performance in all aspects of the position are at or above expectations. The full performance
appraisal form is attached for your review.
You have met or exceeded requirements for new employees during the initial period of
employment. I am very pleased to have you as part of the [insert department name] team.
[Insert a few statements praising the employee for a few specific aspects of performance relevant
to the evaluation, such as “The fact that you were able to quickly grasp the key steps in our
production process has allowed you to produce at full capacity in a relatively short period of time.
Your willingness to pitch in and assist in other aspect of the operation when needed is also
appreciated and has gone a long way toward helping you become an asset to the team very
quickly. I am here to support your continued improvement as you move forward in this position.]
Of course, the first 90 days represent an overview of your initial period of employment as [insert
job title] with [insert company name]. The performance evaluation process here is ongoing, with
additional formal performance review meetings conducted during employee anniversary months.
However, at [insert company name], we recognize that feedback is critical to employee and
company success. I encourage you to come to me with any feedback you may have during your
tenure with [insert company name], and I will also provide continuing feedback to you as
appropriate.
Please let me know if I can answer any questions about your performance evaluation form or any
other topics related to your employment with [insert company name]. I have an open-door policy
and welcome your questions, input, suggestions and feedback.

