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Template Progress Review

Dear [Employee Name],

Your progress review is scheduled soon. This meeting is a great opportunity to look back on the past period with your manager, discuss your goals, and explore ways to further your development.

What to expect:
· A review of your performance and results.
· Discussion of personal development goals and any challenges.
· Alignment on tasks, responsibilities, and next steps.

Additional support:
Would you like to reflect in advance on your personal development or, for example, your work/life balance? Through LifeCheck, you can easily and confidentially reach out to specialists such as coaches, doctors, or dietitians. This can help you enter the meeting with a clear focus.

The progress review is meant to support you and help shape your development together. If you have any questions, please contact your manager or HR.

Kind regards,
[Sender Name]
[Job Title / HR Department]
[Company Name]
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