[Company Logo]   [Company Name]
NOTICE OF PERFORMANCE REVIEW MEETING
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Notice of Formal Review of Work Performance
Dear [Employee Name],
This is to inform you that your work performance is being formally reviewed, as it has been below the expected standard for [Period]. The key concerns are:
1. [Concern 1 – metric and period, e.g. average monthly sales of ₹X against target of ₹Y for Q1 and Q2]
1. [Concern 2 – e.g. appraisal rating of 'Needs Improvement' in FY review]
1. [Concern 3 – e.g. project milestones missed on DD/MM/YYYY]
Copies of the records relied upon are enclosed with this notice.
You are invited to a performance review meeting as per the details below:
	Detail
	Information

	Date and time
	[DD/MM/YYYY], [Time]

	Venue / link
	[Meeting Room / Video Link]

	Company representatives
	[Reporting Manager]; [HR Name]

	Expected duration
	[Duration]



At the meeting you will have full opportunity to give your view, explain any factors affecting your performance and suggest the support you need. You may bring any documents you wish to rely on, or send written comments to HR before the meeting.
No decision has been taken at this stage. After the meeting, possible outcomes include no further action, informal support, a structured performance improvement plan, or other steps under the company's performance management policy.
Please confirm your attendance to [HR Name] by [DD/MM/YYYY]. If the time is not suitable, let us know so that another slot within [Number] days can be arranged.
Enclosures: [Performance Records]

	______________________________
For [Company Name]
[HR Name]
HR Department
	______________________________
Received by
[Employee Name]
Date: [Date]
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