
Actionable Performance Improvement 

Guidelines 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Manager's Name] 

Subject: Performance Improvement Plan 

Dear [Employee's Name], 

As part of our commitment to fostering growth and development within our team, we have 

identified specific areas where we believe improvement is necessary. The purpose of this letter is 

to outline actionable performance improvement guidelines that will support you in achieving 

your professional goals. 

Areas of Improvement: 

• Communication Skills 

• Time Management 

• Collaboration with Team Members 

Action Steps: 

1. Attend a communication skills workshop by [Insert Date]. 

2. Utilize a project management tool to enhance time tracking and deadlines. 

3. Schedule weekly check-ins with your team to foster collaboration. 

Monitoring Progress: 

We will schedule a follow-up meeting on [Insert Date] to discuss your progress and any 

additional support you may need. 

Conclusion: 

We believe that with dedication and effort, you will be able to successfully enhance your 

performance in these areas. Please feel free to reach out if you have any questions or require 

further clarification. 

Best regards, 



[Manager's Name] 

[Manager's Title] 


