
Performance Improvement Plan 

Date: [Insert Date] 

Employee Name: [Insert Employee Name] 

Employee Position: [Insert Employee Position] 

Department: [Insert Department] 

Introduction 

Dear [Employee Name], 

This Performance Improvement Plan (PIP) has been created to address the concerns regarding 

your work performance in the following areas: [List specific performance issues]. 

Performance Issues 

• [Performance Issue 1] 

• [Performance Issue 2] 

• [Performance Issue 3] 

Goals and Expectations 

The following objectives have been established to improve your performance: 

• [Goal 1] - [Description] 

• [Goal 2] - [Description] 

• [Goal 3] - [Description] 

Action Plan 

To assist you in achieving these goals, we will implement the following support measures: 

• [Support Measure 1] 

• [Support Measure 2] 

• [Support Measure 3] 

Timeline 

This plan will be reviewed on [Insert Review Date], and we will assess your progress towards 

the outlined goals. 



Conclusion 

We believe that with effort and commitment, you can improve your performance. Please feel free 

to reach out for any support needed during this process. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


