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

	Date:
	[Date]



Strictly Private and Confidential

To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Outcome of Performance Improvement Plan (Ref. [PIP Reference Number])
Dear [Employee Name],
As you know, you were placed on a Performance Improvement Plan from [DD/MM/YYYY] to [DD/MM/YYYY] (extended until [DD/MM/YYYY], if applicable). During this period, review meetings were held on [DD/MM/YYYY], [DD/MM/YYYY] and [DD/MM/YYYY], and the company provided the following support: [training, weekly coaching, buddy support, revised territory, etc.].
At the final review on [Date], the results against the plan goals were as follows:
	PIP Goal
	Expected Result
	Actual Result

	[Goal 1]
	[Expected]
	[Actual]

	[Goal 2]
	[Expected]
	[Actual]

	[Goal 3]
	[Expected]
	[Actual]



Based on these results, the goals of the plan have not been met. We recognise the effort you have made during this period.
Before any decision is taken, we would like to hear from you. You are invited to a meeting on [DD/MM/YYYY] at [Time] at [Location / video link] with [Reporting Manager] and [HR Name]. You may also submit a written response by [DD/MM/YYYY]. At the meeting the company will consider your response along with the options available under its policies, which may include [redeployment to a suitable role / change of responsibilities / separation in accordance with your appointment terms].
If you have any questions in the meantime, please contact [HR Name]. Please sign the duplicate copy to acknowledge receipt.

Yours sincerely,

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