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Letter of Invite to First Performance Development Plan- Introduction to Performance Development Plan Process

Name
Address

Date

Dear XXX,

I am pleased to inform you that COMPANY NAME is introducing a Performance Development Plan (PDP) Process which will apply to your role. 
I am hopeful that this new process will be a step towards making COMPANY NAME a better place to work and that overall it will help us to achieve the following: (OBJECTIVES WILL VARY DEPENDING ON THE COMPANY)
(Communication- Improve the level of communication between staff and managers. Improve the two-way feedback.
Performance Enhancement- Working together to analyse and agree on performance/job requirements. Recognising performance above and beyond and working to enhance performance.
Developing Staff- Encouraging and assisting with employee development, with a view to maximising their full potential. Identifying and agreeing on any training/coaching requirements.
Succession Planning- Developing a skilled workforce with the potential to fill future vacancies within the Organisation.
Motivating- Enhancing job satisfaction.) 
These PDPs will be conducted once a year by your Manager. During these meetings, you will talk through your views of the previous year and of your performance throughout and together you will agree on a performance plan for the year ahead. 
In advance of these meetings, you will be asked to complete a Preparatory Form. This form is merely aimed at assisting you to prepare for the Meeting. We would ask that you submit the form at least one day prior to your scheduled PDP.
I now wish to invite you to your first PDP meeting which will take place on DATE at TIME in LOCATION.
Should you have any queries regarding this, please do not hesitate to contact me.
In the meantime, I look forward to getting the system off the ground and I hope that it will prove to be a useful tool for us all. 
Yours sincerely,

_______________________
Name
Position
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