
Performance Improvement Reprimand

Dear [Employee's Name],

Subject: Performance Improvement Reprimand

This letter is to address our concerns about your recent performance, which has fallen below the

expected standards. We value your contributions to our organization, and it is our sincere hope that

you will take this opportunity to address these performance issues and improve your work.

Specifically, we have identified the following areas where improvement is needed:

[Detail the first performance issue]

[Detail the second performance issue]

[Detail the third performance issue]

It is essential that you take immediate action to address these concerns. To assist you in this

process, we recommend the following steps:

[Suggested action or improvement plan]

[Suggested action or improvement plan]

[Suggested action or improvement plan]

Please understand that continued poor performance may result in further disciplinary actions, up to

and including termination. We believe in your potential to grow and succeed, and we encourage you

to seize this opportunity to demonstrate your commitment to your role and the organization.

If you require any support or guidance, please do not hesitate to reach out to your supervisor or the

HR department.

Sincerely,


