Framework Letter following Stage 2 meeting
Dear [xxxxxx]
I write further to our (type of meeting i.e. 1; 1, business review) held on [xxxxx].
At this meeting I stated my concerns to you that your performance has fallen below an acceptable standard since [xxxxx] (date of last acceptable review).
The areas of concern, which we discussed in detail, are as follows:
(List concerns:)
At this meeting we agreed the following objectives / targets for you to work towards which will be reviewed on [xxxxx].
(List agreed objectives/targets:)
We discussed what help may be available to you from the Company to help you achieve these objectives / targets. We agreed to the activity/areas detailed below, which you confirmed that you would make the necessary arrangements with the relevant parties concerned by the specified timeframes agreed:
(List if appropriate:)
or 
You advised me that you did not require any additional training, guidance and support in order to achieve the agreed objectives / targets. However should your requirements change, please contact me immediately to discuss this further.
Whilst I hope that you will be able to improve your performance to the required standard. It is only fair to warn you that, if having reviewed the situation following our next meeting on [xxxxx], I still find that your performance is below an acceptable standard for your role, the Company may consider taking formal action against you in line with the Company disciplinary procedure. This may include warnings, transfer to a suitable alternative role or dismissal.
I trust that the above is clear, however should you wish to discuss this further please do not hesitate to contact me.
Yours sincerely
Line Manager
