[Company Logo]   [Company Name]
LETTER – EXTENSION OF PERFORMANCE IMPROVEMENT PLAN
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



Private and Confidential

To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
Subject: Extension of Performance Improvement Plan (Ref. [PIP Reference Number])
Dear [Employee Name],
Thank you for your efforts during the Performance Improvement Plan that ran from [DD/MM/YYYY] to [DD/MM/YYYY]. At the final review on [Date], we noted clear progress. In particular, you have:
1. [Goal achieved, e.g. reduced error rate in GST invoice entries from 8% to 2%]
1. [Second area of improvement]
However, the following goals have not yet been fully met:
1. [Open goal 1 with current status]
1. [Open goal 2 with current status]
Given your progress, we have decided to extend the plan by [30] days, until [DD/MM/YYYY], to give you a fair opportunity to complete the remaining goals. The updated goals and measures are set out below.
	Remaining Goal
	Success Measure
	Additional Support
	Review Date

	[Goal]
	[Measure]
	[Support]
	[DD/MM/YYYY]

	[Goal]
	[Measure]
	[Support]
	[DD/MM/YYYY]



The final review of the extended plan will be held on [DD/MM/YYYY]. Please note that this is an extension of the existing plan, and a further extension is not normally granted. If you need any additional help, please speak to [Reporting Manager] or [HR Name] at any time.

We appreciate the commitment you have shown and look forward to a successful close of the plan.

Yours sincerely,

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