[Company Logo]   [Company Name]
SALES PERFORMANCE APPRAISAL LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Employee ID:
	[Employee ID]

	Territory:
	[Territory]



To,
[Employee Name]
[Designation], Sales
[Work Location]
Subject: Annual Appraisal and Revised Sales Compensation – [Review Period]
Dear [Employee Name],

Thank you for your efforts in growing our business in [Territory] during [Review Period]. Your performance has been reviewed against your annual sales plan, and your overall rating is [Rating].
Performance Summary
	Measure
	Target
	Achieved
	Achievement %

	Revenue / Sales (₹)
	[Amount]
	[Amount]
	[Percentage]

	Collections (₹)
	[Amount]
	[Amount]
	[Percentage]

	New Accounts Acquired
	[Number]
	[Number]
	[Percentage]

	Gross Margin %
	[Target]
	[Achieved]
	[Percentage]



Your manager highlighted [Key Achievement, e.g. winning a new key account and improving collection days].
Revised Compensation
	Component
	Current Annual (₹)
	Revised Annual (₹)

	Fixed Pay
	[Amount]
	[Amount]

	Target Incentive
	[Amount]
	[Amount]

	Travel / Conveyance Allowance
	[Amount]
	[Amount]

	Total Target CTC
	[Amount]
	[CTC]



The revision is effective from [Effective Date]. Incentives will be paid as per the [Year] Sales Incentive Plan on realised revenue.
Next Year
1. Annual target: ₹[Amount] revenue and ₹[Amount] collections.
1. Territory / accounts: [Territory or Key Accounts].
1. Promotion (if applicable): [New Designation] effective [Effective Date].
1. Focus: [e.g. grow share of new product line, reduce overdue receivables].
All other terms of your employment remain unchanged.

Wishing you a great year ahead,

Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
Head of Sales / HR
	______________________________
Received by
[Employee Name]
Date: [Date]
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