
Employee Progress Improvement 

Framework 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Manager's Name] 

Subject: Employee Progress Improvement Framework 

Dear [Employee's Name], 

I hope this message finds you well. I want to take a moment to discuss your progress and areas 

for improvement within your role as [Employee's Position]. Our aim is to support your 

development and success in the company. 

Performance Overview 

Over the past [time period], we have noted several areas where you have excelled, including: 

• [Strength 1] 

• [Strength 2] 

• [Strength 3] 

Areas for Improvement 

However, there are certain skills that would benefit from further development: 

• [Area for Improvement 1] 

• [Area for Improvement 2] 

Action Plan 

To support your growth, we propose the following action items: 

1. [Action Item 1] 

2. [Action Item 2] 

3. [Action Item 3] 

Next Steps 



Please let me know your availability for a follow-up meeting to discuss this framework in detail 

and set clear objectives moving forward. Your progress is important to us, and we are excited to 

work with you on this journey. 

Thank you for your dedication and hard work. 

Sincerely, 

[Manager's Name] 

[Manager's Position] 

[Company Name] 


