MEMORANDUM
TO:
FROM:
DATE:
RE:

[Insert Name]
[Insert Name]
[Insert Date]
90-Day Performance Review

As you are aware, it is the policy of [insert company name] to provide employees with a
performance evaluation upon completion of 90 days of employment. The purpose of this memo is
to communicate with you about the results of your 90-day evaluation in the role of [insert job title].
While your performance in some aspects of the job is at the level expected at the 90-day mark,
there are some areas where your performance does not meet expectations.
The full performance appraisal form is attached for your review. Specific areas of concern include
(but may not be limited to):

• [Insert concern area 1] – The standard for performance in this area is [insert requirement].

Your performance to date reflects [insert description of how the employee is doing]. While this
reflects an improvement from your performance after the first 30 days of employment, it is below
the standard of what would be expected beyond 90 days. [Insert specifics on your
recommendations/requirements for correcting this deficiency, such as coaching, observation,
training, extended introductory period, improvement plan, etc., along with a consequence
statement, being careful not to include wording that would take away the at-will nature of the
employment relationship (if applicable)].

• [Insert concern area 2] – [Insert company name’s] expectation for employees in the [insert
position] role is [specify expectation related to this area of performance]. As of this time, your
performance does not meet this expectation, which is an essential job function. [Insert specifics
on the recommended path for working with the employee to improve in this area, a consequence
statement, and a time frame, being careful not to include wording that would take away the at-will
nature of the employment relationship (if applicable)].
It is critical for employees to meet expectations with regards to all aspects of job performance. It
is my sincere wish to provide the assistance and support necessary to help you achieve the
required performance level.
With that in mind, I have scheduled time for us to meet on [insert day and time] in my office to
discuss your 90-day performance review, as well as options for moving forward, in more detail. I
look forward to speaking with you then. In the meantime, please let me know if I can answer any
questions.

