Informal / Friendly Performance Reminder Email

Subject: Performance Concerns a€* Action Required

Hi [Employee Name],

| wanted to discuss some concerns regarding your recent performance in [specific task/area].
Wea€™ve noticed that [describe issue], and ita€™s important to address this promptly.

Leta€™s work together to develop a plan to improve. Please schedule a time with me this week to
discuss next steps.

Best regards,

[Manager Name]

[Title]

[Organization]
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