	[image: image1.jpg]



	MEMORANDUM


	
	


DELETE RED-FONT INSTRUCTIONS/INFORMATION IN THE FINAL MEMO.

(Following meeting with employee, this memo provides notice that program is referring the matter to management for formal Adverse Action)
	Date:


To:
  
  
From:


Subject:



	Department of General Services

Office of Human Resources

Record of Corrective Counseling Interview

	
	


This memorandum is a written record of my     (date)   __ discussion meeting with you about your (performance/ conduct/attendance, etc.).  In attendance were (list attendees; such as you and I, as well as [union representative and/or another supervisory/manager]  

The following issues were discussed.  (Briefly summarize each incident in date order, and include the impact on business, such as others were required to work overtime, work had to be delayed, customers complained, missed deadlines, etc.)  
In response to the above issues, you explained (employee’s explanation).  
Despite previous verbal and written warnings, your performance/conduct/attendance (choose one) continues to be unacceptable and will not be tolerated by this department.  Be advised that I am referring this matter to the Office of Human Resources and recommending that formal adverse action be taken against you.

If the penalty requested in formal adverse action is less than a dismissal, include the following language:  Additionally, you are to bring your performance/conduct/attendance (choose one) to the established expectations and sustain it at that level.  Your performance/conduct/attendance (choose one) will continue to be monitored, and deficiencies documented, which may be used to support additional disciplinary actions. 

This memo will remain in your official personnel file for a minimum of 12 months.

Insert supervisor’s name and title 
date

Insert employee’s name and title 
date

Attachments (if any)

cc:
Official Personnel File/insert employee’s name
 Excellence in the Business of Government


