[Company Logo]   [Company Name]
LETTER – 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: Placement on Performance Improvement Plan
Dear [Employee Name],
This letter follows our meeting on [Date], attended by you, [Reporting Manager] and [HR Name], where we discussed your performance in the role of [Designation]. As discussed, and as shared with you earlier during reviews on [DD/MM/YYYY] and [DD/MM/YYYY], your performance in the following areas has been below the expected standard:
1. [Area 1 – fact-based description, e.g. achieved 62% of the monthly collection target in July, August and September]
1. [Area 2 – fact-based description]
1. [Area 3 – fact-based description]
To help you meet the expected standard, you are being placed on a Performance Improvement Plan (PIP) from [DD/MM/YYYY] to [DD/MM/YYYY]. The attached PIP sets out the goals, actions, success measures and timeline. During this period the company will provide the following support: [training / weekly coaching with your manager / tools or system access].
Your progress will be reviewed on [DD/MM/YYYY], [DD/MM/YYYY] and [DD/MM/YYYY]. If the PIP goals are met, the plan will be closed and confirmed to you in writing. If they are not met, the company may consider further action in accordance with its policies, and you will be given a full opportunity to present your views before any decision is taken.
We want you to succeed. If you feel any of the facts above are incorrect, or if there are circumstances affecting your work that we should know about, please share them in writing with HR within [Number] working days. You may also approach [HR Name] at any time during the plan for support.
Please sign the duplicate copy of this letter to acknowledge receipt.

Yours sincerely,

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


Enclosure: Performance Improvement Plan Ref. [Reference Number]
Copy to: [Reporting Manager]; Personnel File
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