
Performance Improvement Suggestions 

Date: [Insert Date] 

To: [Employee Name] 

From: [Your Name] 

Subject: Suggestions for Performance Improvement 

Dear [Employee Name], 

I hope this message finds you well. As part of our ongoing commitment to continuous 

improvement, I would like to share some suggestions that may help enhance your performance in 

your role. 

1. Set Clear Goals 

Consider setting specific, measurable, achievable, relevant, and time-bound (SMART) goals that 

align with team and organizational objectives. 

2. Seek Feedback 

Regularly seek feedback from peers and supervisors to identify areas for growth and 

improvement. 

3. Prioritize Tasks 

Utilize task management techniques to prioritize your workload. This will help you focus on the 

most impactful activities. 

4. Enhance Skills 

Look into training programs or resources that can aid in skill development relevant to your 

position. 

5. Communicate Effectively 

Improve collaboration and communication with your team members to ensure alignment and 

support. 



Thank you for your continued efforts. I believe that implementing these suggestions will lead to 

positive changes in your performance. Please feel free to reach out if you would like to discuss 

any of these points further. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


