
Email Response To PIP 

The following template is professional and proactive, showing your willingness to engage 
with the process and improve, which can positively influence the outcome of your PIP. 

Subject: Response to Performance Improvement Plan 

Dear [Manager's Name], 

Thank you for sharing the Performance Improvement Plan with me. I am committed to 
enhancing my performance and contributing more effectively to our team. I've carefully 
reviewed the objectives and benchmarks outlined in the PIP and am eager to start 
making progress. 

To ensure I fully understand the expectations and to maximize my improvement efforts, 
I would appreciate the opportunity to discuss the specific areas of concern and any 
examples of desired outcomes. This clarity will be invaluable as I work towards meeting 
and exceeding the plan's goals. 

Additionally, I would like to request regular feedback sessions as I progress through the 
PIP. These check-ins will help ensure I am on the right track and allow us to address any 
areas needing further improvement promptly. 

I am also exploring additional resources and support, such as training or mentorship, to 
assist in my development areas. I believe that with the right tools and guidance, I can 
achieve the necessary improvements. 

Thank you for your support and understanding. I am determined to use this opportunity 
to enhance my skills and contribute more effectively to our team's success. I look 
forward to discussing this further and establishing a constructive path forward. 

Best regards, 

[Your Name] 

 


