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PERFORMANCE APPRAISAL OUTCOME LETTER
Annual Review — Confidential


[Date]

[Employee Full Name]
[Department]

Dear [Employee Name],

RE: ANNUAL PERFORMANCE APPRAISAL OUTCOME — [APPRAISAL PERIOD, e.g. Jan–Dec 2025]

We have completed the annual performance review for the period [Appraisal Period]. We would like to share the outcomes of your appraisal with you.

PERFORMANCE SUMMARY
	Overall Performance Rating
	[ ] Exceptional   [ ] Exceeds Expectations   [ ] Meets Expectations   [ ] Needs Improvement


	Key Strengths Noted
	________________________________


	Areas for Development
	________________________________


	KPI Achievement
	_____%  of annual targets met



SALARY REVIEW
	Current Monthly Salary
	S$


	Increment Amount
	S$


	New Monthly Salary
	S$


	Percentage Increment
	_____%


	Effective Date of New Salary
	________________________________



[ ] No salary increment is awarded for this appraisal cycle. We encourage you to continue developing the areas identified above.

PROMOTION (IF APPLICABLE)
	New Job Title
	________________________________


	Effective Date
	________________________________



GOALS FOR NEXT PERIOD
	Goal 1
	________________________________


	Goal 2
	________________________________


	Goal 3
	________________________________



We appreciate your contributions and commitment to [Company Name]. Please sign below to acknowledge receipt of this appraisal letter. Signing does not constitute agreement with the rating.




	_________________________
Appraising Manager
Name: ___________________
Date:  ___________________
	
	_________________________
Employee Acknowledgement
Name: ___________________
Date:  ___________________



Countersigned by HR:
_________________________ Date: __________
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