
Focused Development Plan 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

From: [Your Name] 

Position: [Your Position] 

 

Objective 

The purpose of this development plan is to outline a focused strategy for enhancing [Recipient's 

Name]'s skills and competencies in order to optimize their potential within the organization. 

Areas for Development 

• [Skill/Competency 1] 

• [Skill/Competency 2] 

• [Skill/Competency 3] 

Action Plan 

To achieve the objectives, the following actions will be taken: 

1. [Action 1: Description] 

2. [Action 2: Description] 

3. [Action 3: Description] 

Timeline 

The expected timeline for the completion of the development plan is as follows: 

• [Milestone 1: Date] 

• [Milestone 2: Date] 

• [Milestone 3: Date] 

Evaluation Criteria 



The progress will be measured through the following criteria: 

• [Criteria 1] 

• [Criteria 2] 

• [Criteria 3] 

Conclusion 

This development plan is a collaborative effort aimed at facilitating [Recipient's Name]'s growth 

potential. Continuous feedback and adjustments will ensure alignment with organizational goals. 

Thank you for your commitment to this process. 

Sincerely, 

[Your Name] 

[Your Position] 


