
Letter of Reassurance for Improved 

Performance 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this letter finds you well. I wanted to take a moment to address some recent concerns 

regarding your performance and to reassure you that we believe in your capabilities. Every 

individual has their ups and downs, and it is important to recognize that growth comes with 

challenges. 

We are committed to supporting you in navigating through this period. To that end, we will be 

providing additional resources and guidance to help you achieve your goals. Remember, your 

contributions are valued, and we are confident that with the right support, you will excel. 

Please feel free to reach out if you have any concerns or need further assistance. Together, we 

can make progress and continue to foster a positive and productive environment. 

Thank you for your hard work and dedication. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


