
Performance Improvement 

Recommendations 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Performance Improvement Recommendations 

Dear [Employee's Name], 

As part of our commitment to ensuring a productive and supportive work environment, I have 

compiled a set of performance improvement recommendations based on our recent evaluations 

and discussions. These are designed to assist you in achieving your professional goals and 

enhancing your contributions to the team. 

1. Set Clear Goals 

Establish specific, measurable, achievable, relevant, and time-bound (SMART) goals to give 

focus to your tasks. 

2. Seek Feedback Regularly 

Engage with supervisors and peers to receive constructive feedback on your performance and 

areas for improvement. 

3. Enhance Skills Through Training 

Consider enrolling in relevant training programs or workshops that align with your career 

aspirations. 

4. Time Management 

Prioritize tasks effectively and utilize tools to enhance your productivity and meet deadlines. 

5. Collaborate More Effectively 

Work closely with your colleagues and contribute positively to team dynamics. 



I believe that by implementing these recommendations, you will see significant improvement in 

your performance. I am here to support you and would be happy to discuss any of these 

suggestions in more detail. 

Thank you for your commitment to excellence. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


