
Performance Standards Alignment 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

We are writing to formally align our performance standards regarding [specific project or 

department]. As we strive for excellence, it is essential that our expectations and metrics are 

clear and mutually understood. 

1. Performance Metric 1: [Description] 

2. Performance Metric 2: [Description] 

3. Performance Metric 3: [Description] 

We believe that these standards will enhance our collaborative efforts and drive significant 

contributions towards our common goals. We are committed to fostering a culture of 

accountability and continuous improvement. 

Please review the proposed standards and share your feedback by [feedback deadline]. We look 

forward to your insights. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


