erase this text and replace it with the legal entity name
Date:  

     
To: 

     
From:  
     
Subject:   FORMDROPDOWN 

	Reason for Action:

Highlight and delete this text replacing it with your information which:

· Identifies the issue, including examples, which led to the corrective action 

· Reviews previous warnings

· Identifies which policy has been violated (if applicable)

· Identifies which standard has not been met (if applicable)

· Identifies workplace conduct that is  not acceptable (if applicable)

Be factual and concise.  Avoid perceptions and judgments.

(The text box will automatically enlarge to fit your information)


	Plan to Correct the Problem:

Highlight and delete this text replacing it with your information which:

· Describes the performance/conduct that is expected and required

· Sets when progress will be reviewed and the performance expectations for the review time periods.  Do not state a time period or end date for the corrective action (i.e., “This formal warning is for 90 days” or “You are on formal warning until June 1st”).

· Identifies the manager’s role in helping the team member to improve (i.e., provide additional training).

· Includes any actions you and the team member have agreed upon to help improve performance.

(This text box will automatically enlarge to fit your information.)


If you wish to discuss confidential personal or professional issues which may be impacting your performance with an objective third party you may contact Employee Assistance Consulting (EAC).  EAC is available to you free of charge and provides confidential and professional consulting 24 hours a day, 7 days a week at 

Consequences:

If, during the time this corrective action is in effect, your overall performance does not improve to an acceptable level, further action up to and including termination of employment may result. 

If, at any time after this corrective action, you do not sustain your performance at an overall acceptable level, further action up to and including termination of employment may result. 

A formal warning may impact your eligibility for merit increases, promotions or transfer opportunities.

Team Member Comments:

Acknowledgment:

I have read and received a copy of this memo.

______________________________________________________________________________

Team Member






Date

______________________________________________________________________________

Manager






Date

