[Company Logo]   [Company Name]
LETTER – SUCCESSFUL COMPLETION OF PIP
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Successful Completion of Performance Improvement Plan
Dear [Employee Name],
We are pleased to confirm that you have successfully completed the Performance Improvement Plan (Ref. [PIP Reference Number]) that ran from [DD/MM/YYYY] to [DD/MM/YYYY]. At the final review held on [Date], it was agreed that you met the goals set out in the plan, including:
1. [Result 1, e.g. achieved 104% of monthly sales target for two consecutive months]
1. [Result 2]
1. [Result 3]
This reflects real effort and commitment on your part, and we thank you for it. The plan is now formally closed, and you will return to the regular review cycle, with your next review scheduled for [DD/MM/YYYY].
We encourage you to keep building on this progress. [Reporting Manager] will continue to meet you [fortnightly / monthly] for the next [Number] months to support you, and any training identified in your development plan will continue. Please feel free to reach out to your manager or [HR Name] whenever you need help.

Congratulations once again, and we wish you continued success.

Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Acknowledged by
[Employee Name]
Date: [Date]


Copy to: [Reporting Manager]; Personnel File
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