Sample E-mails Regarding Self-Review (Send to Direct Reports):
NOTE: These emails should only be used with NON-REPRESENTED employees
_____________________________________________________________________________________
Option 1:

Dear _________________,

As part of my preparation for your annual performance review, I would like to collect input from you. Please complete the Employee Self-Review form found on the HR website at: http://hrweb.berkeley.edu/performance-management/forms.

Complete the document and return it to me by _____________________.

Thank you.

_________________________

_____________________________________________________________________________________
Option 2:

Dear _________________,

As part of my preparation for your annual performance review, I would like to collect input from you. Please complete a self-review by giving me a brief summary of the highlights of your accomplishments over the past year, and/or your assessment of how you met your goals.

Complete this and send it to me by _____________________.

Thank you.

_________________________

