
Employee Performance Improvement Plan 

Date: [Insert Date] 

Employee Name: [Insert Employee Name] 

Position: [Insert Employee Position] 

Manager Name: [Insert Manager Name] 

Dear [Employee Name], 

As part of our ongoing commitment to employee development and performance enhancement, I 

would like to outline a Performance Improvement Plan (PIP) tailored specifically for you.  

Purpose of the Plan 

The main objective of this PIP is to address specific areas where improvement is needed and to 

provide you with the necessary support and resources to succeed in your role.  

Areas of Improvement 

• [Insert specific area 1] 

• [Insert specific area 2] 

• [Insert specific area 3] 

Steps for Improvement 

1. [Insert Step 1 to improve performance] 

2. [Insert Step 2 to improve performance] 

3. [Insert Step 3 to improve performance] 

Support and Resources 

We will provide you with the following resources to assist you:  

• [Resource 1] 

• [Resource 2] 

• [Resource 3] 

Timeline 

The PIP will be in effect from [Start Date] to [End Date]. We will have regular check-ins to 

assess progress and make any necessary adjustments.  



Conclusion 

I am confident that with dedication and the right support, you can improve your performance. 

Please feel free to reach out to me with any questions or concerns.  

Sincerely, 

[Insert Manager Name] 

[Insert Company Name] 


