MEMORANDUM

TO:

[Name of Employee]
FROM:
[Name of Supervisor]

DATE:

[Date]

SUBJECT:
Performance Improvement Discussion

This memo is to confirm our discussion on [date] about [describe performance problem].  

We previously discussed [this problem] [your overall performance] informally on [date/s of previous informal discussions].  [At that time] [Each time] we discussed what was expected of you and you agreed to correct the problem.  Since then, [describe continuing problem].

The effect of this [continued poor performance] [problem] [violation] on [our department] [safety] [your fellow workers] is serious.  I expect you to make the following change in your performance [describe desired performance].  In addition, I expect you to follow all of our rules and procedures and perform every aspect of your job in a fully acceptable manner.

During our discussion today, you said [restate the employee’s agreement to correct the problem together with any other important comments and your response].

As I explained during our meeting, this discussion is not discipline.  While I will be maintaining a record of our meeting, no notice will be placed in your personnel file at Staff Human Resources.  However, if we need to talk about this situation or if any other performance improvement is needed in the future, it could be in the form of a formal disciplinary transaction.

I’m counting on you to solve this problem and perform effectively in every area of your job. 








[Supervisor’s signature]

cc:
[Department ]


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


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

F&S Employee File


F&S HR Specialist

