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Notify Employee of Performance Review, Request Input
Message -

To:

[Employee Name]

From:

[Sender Name]

Date:

[Message date]

Subject:
[Performance review]
This is to inform you that we have planned the yearly assessment of your performance on [date & time].

I have been assigned to conduct your performance review this year. I request you to please provide me with any information which you think is useful & important for your appraisal this year.
Look forward to meet you on [date].
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