
University of Illinois at Urbana-Champaign

Facilities & Services

Date:

December 4, 2009
To: 

 MACROBUTTON EmptyMacro [  Name  ] 
 MACROBUTTON EmptyMacro [  Classification/Title  ] 
From: 

 MACROBUTTON EmptyMacro [  Name  ] 
 MACROBUTTON EmptyMacro [  Title  ] 
Re:

Letter of Warning
A pre-disciplinary meeting was held  MACROBUTTON EmptyMacro [  Date  ] at the Physical Plant Services Building.  Management personnel in attendance were  MACROBUTTON EmptyMacro [  ER/HR reps & Supervisors  ] .  [ SHR Labor Rep ] represented the Campus Staff Human Resources Office.

Your actions concerning  MACROBUTTON EmptyMacro [  identify issue  ] were the topic of discussion. Your actions on  MACROBUTTON EmptyMacro [  date  ]  constituted inappropriate conduct. 

After considering the facts revealed during this investigation, we are issuing this Letter of Warning.

The expectation of management is for you to conduct yourself in a professional manner at all times.  I also expect you to make the following changes in your performance.

·  MACROBUTTON EmptyMacro [  identify issue  ] 
·  MACROBUTTON EmptyMacro [  identify issue  ] 
·  MACROBUTTON EmptyMacro [  identify issue  ] 
Any further occurrences of  MACROBUTTON EmptyMacro [  identify issue  ]  will result in further progressive disciplinary action being initiated.  You are responsible for addressing any questions concerning these expectations with your immediate supervisor in a timely manner.

Failure on your part to comply with and meet the expectations and requirements of Facilities and Services Division may result in discipline up to and including discharge.

Cc: 
[ Department ]


[ER/HR Specialist]



SHR Labor Rep

F&S Employee File


[Union, if applicable]

