



Performance Improvement Plan 
Date: 
 

To: 
(Employee Name)                                                

From: (Manager name)

Cc:  
Human Resources Manager 

RE: 
Performance Improvement Plan


The purpose of this written warning is to bring to your attention ongoing deficiencies in your conduct and/or performance.  The intent is to define for you the severity of the situation so that you may take action to improve your conduct and/performance.  Your role in the [insert department name] is important.  However, failure to show immediate corrective action in any/all areas addressed could lead to additional disciplinary action including termination.   
Reason for Warning
Discuss the reason for the disciplinary action.  Include actual details such as occurrences, dates, conversation, etc. that document your observations and reason(s) for issuing the warning.  Avoid ambiguous descriptions of performance concerns; be specific.  Outline previous counseling or coaching discussions including the dates of the prior discussions, any objectives discussed, and the outcome.  
Corrective Action Required
Clearly state your expectations and provide detailed information regarding corrective action required.  The objectives that the employee must meet should be specified along with a timeline of when the employee’s performance will be re-evaluated (which is typically 30-90 days). Set meeting dates prior to re-evaluation date to monitor employee’s progress
Acknowledgment
My supervisor has discussed the above with me.  I understand the contents and acknowledge and understand the corrective action required.  I also acknowledge and understand the potential consequences of non-compliance.  
Employee:





 Date:                           

Manager:   





Date:                                                                             
This form is provided as an example and is for informational purposes only.  If utilized, the form should be adapted to reflect the company's own policies and procedures.  Please consult with a legal or tax professional as appropriate.

