
Work Parameters Review 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Supervisor's Name] 

Subject: Review of Work Parameters 

Dear [Employee's Name], 

As part of our ongoing commitment to ensure that our team is aligned with the goals of the 

organization, we would like to review your work parameters and performance expectations. This 

review will help us to identify any potential areas for improvement and ensure that you have the 

support you need to achieve your targets. 

We would like to schedule a meeting to discuss the following: 

• Current responsibilities and tasks 

• Performance metrics and goals 

• Challenges faced and support needed 

• Opportunities for professional development 

Please let us know your availability for a meeting in the coming week. We appreciate your hard 

work and dedication to your role and look forward to our discussion. 

Thank you. 

Sincerely, 

[Supervisor's Name] 

[Title] 

[Company Name] 


