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Here is a sample email you may use when contacting people for feedback on an employee. 
 

Dear NAME,

Please forward me feedback for input to the performance appraisal I will be preparing for JANE DOE. Please comment on the following questions, with one or two brief examples, if you have them:
1. On what projects have you worked with (EMPLOYEE’S NAME) during the past year, and with what outcomes? 
1. What contributions did (EMPLOYEE’S NAME) make to those outcomes? 
1. What do you see as (EMPLOYEE’S NAMES’S) key strengths and abilities?
1. If you were preparing a development plan for (EMPLOYEE’S NAME) what areas of personal growth and professional development would it include?

You can either do this with an e-mail or we can talk by phone. The intent is to make sure I am considering our customers’ perspectives while minimizing the inconvenience to you.
 
Thank you! 




