Performance Improvement Plan

Date: [Insert Date]
Employee Name: [Insert Employee Name]
Job Title: [Insert Job Title]
Department: [Insert Department]
Manager/Supervisor: [Insert Manager Name]
Subject: Performance Improvement Plan Due to Misconduct
Dear [Employee Name],
This letter serves as a formal notification regarding your performance and conduct at [Company
Name]. Due to recent incidents of misconduct, we are initiating a Performance Improvement
Plan (PIP) aimed at addressing the concerns outlined below:
Areas of Concern:
e [Description of misconduct incident 1]
o [Description of misconduct incident 2]
e [Description of misconduct incident 3]

Performance Improvement Plan:

To help you improve your performance and rectify the identified misconduct, please adhere to
the following plan:

1. [Specific action item 1 with timeline]
2. [Specific action item 2 with timeline]
3. [Specific action item 3 with timeline]

Expected Outcomes:

It is expected that by [insert review date], you will improve in these areas and demonstrate the
ability to adhere to company policies and expectations.

Follow-Up Meetings:
We will schedule follow-up meetings on [insert dates] to discuss your progress.

We believe that with effort and focus, you can make significant improvements. Please take this
opportunity seriously.



Sincerely,

[Your Name]
[Your Job Title]
[Company Name]



