MEMORANDUM

TO:

[Name of Employee]

FROM:
[Name of Supervisor]

DATE:

[Date]

SUBJECT:
Deactivation of Disciplinary Action

You were placed on a [Work Performance Reminder / Written Reminder / Decision Making Leave] on [date] for [describe performance problem].  This memo is to confirm our discussion on [date] when I advised you that you had completed the required period and this action will not be used to progress current discipline but will remain part of your historical file.

You have demonstrated your desire to maintain a good work record and willingness to be a productive member of our team. I am confident you will continue in this direction and that no further problems will arise in the future.









[Supervisor’s signature]

cc:
[Department ]


Angela Reggans, PPP Coordinator (52 E Greg, MC-562)


SHR – Labor Rep


SHR – Records [*For WR & DML’s only!*]

Campus Legal (258 Henry Admin, 506 S Wright) [*For WR & DML’s only!*]

Union Chief Steward, if applicable (unless requested not to do so in writing by the employee)

F&S Employee File


F&S HR Specialist

