CITY OF PITTSBURGH

M E M O R A N D U M

TO:
















FROM:




DATE:


RE:

2010 Performance Evaluation Discussion
Your annual performance evaluation has been scheduled for DATE AND TIME OF MEETING and will take place LOCATION OF MEETING.
I will be conducting your evaluation.  In anticipation of the meeting, please provide me, as soon as possible, with any information you would like me to consider regarding your performance this year.  

At the meeting I will present you with a copy of your completed evaluation form so that we can review and discuss your job performance.  If necessary, we will prepare a Plan for Improvement together. (remove this last sentence if you will complete before the meeting)
