
Performance Improvement Plan 

Date: [Insert Date] 

Employee Name: [Insert Employee Name] 

Position: [Insert Employee Position] 

Department: [Insert Department Name] 

Introduction 

Dear [Employee Name], 

This Performance Improvement Plan (PIP) is designed to address current performance issues and 

to outline specific goals to enhance your performance within the team. Our objective is to 

support you in reaching your full potential. 

Performance Concerns 

The following specific areas have been identified as requiring improvement: 

• [Area of Concern 1] 

• [Area of Concern 2] 

• [Area of Concern 3] 

Goals and Objectives 

In order to resolve these concerns, the following objectives are set: 

1. [Objective 1 - Description] 

2. [Objective 2 - Description] 

3. [Objective 3 - Description] 

Action Plan 

The action steps to achieve these goals include: 

• [Action Step 1] 

• [Action Step 2] 

• [Action Step 3] 

Timeline 



This Performance Improvement Plan will be in effect from [Start Date] to [End Date]. During 

this period, we will meet regularly to discuss your progress. 

Conclusion 

We believe that with commitment and effort, you can make substantial improvements. Please 

sign below to acknowledge receipt of this plan. 

-------------------------------------- 

Employee Signature: __________________ 

Date: ________________________________ 

-------------------------------------- 

Manager Signature: ___________________ 

Date: ________________________________ 

Thank you for your attention to this important matter. 


