
Accounts Payable Performance Improvement Plan 

Date: [Insert Date] 

To: [Recipient Name] 

Department: Accounts Payable 

From: [Your Name] 

Subject: Performance Improvement Plan for Accounts Payable Team 

Dear [Recipient Name], 

As part of our ongoing commitment to improving our financial operations, we have identified 

key areas within the Accounts Payable department that require performance enhancement. The 

goal of this plan is to optimize our processes, increase efficiency, and ensure timely payments. 

Current Performance Assessment 

After reviewing our accounts payable procedures, we have identified the following areas for 

improvement: 

• Invoice processing time 

• Vendor communication and relationships 

• Accuracy of data entry and payments 

Improvement Goals 

To address the above challenges, we propose the following goals: 

1. Reduce invoice processing time by 30% within the next quarter. 

2. Enhance vendor communication to improve feedback and streamline issues. 

3. Achieve a 95% accuracy rate in data entry and payment processing. 

Action Plan 

To accomplish these goals, the following actions will be implemented: 

• Training sessions for staff on best practices in invoice processing. 

• Regular check-ins with vendors to assess and improve communication. 

• Implementation of automated processes to minimize data entry errors. 

Your support and cooperation are essential to the success of this performance improvement plan. 

Please feel free to reach out to discuss this further or to share your insights. 



Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


