Sample email / invite language: 

As part of the FP&M Performance Management and Development cycle, we will be completing our [conversation type] conversation in the next month.  To prepare, you can access the following resources:
· Preparing for Performance and Development Conversations module for employees
· Access a PDF of your last evaluation HERE
· SMART Goal Worksheet
· * NEW * FP&M has a new Position Specific Training Tool that I would like to review with you to see if there are any required or optional classes you would like to take in the next six months.  

  Consider these questions to help guide the discussion:
· What are some of the accomplishments you are most proud of since our last conversation?
· What are some areas you struggle with or challenges you face at work?
· What 2-3 skills do you want to focus on developing in the next six months?
· What are your short-term (1-3 years) and long-term (3-10 year) career aspirations?
· How can I help you succeed?

You are welcome to upload a supporting document with your performance and development plan if you would like - it could include Shout Outs, training completed or customer feedback.

