Date:

To:

Employee Name



Job Title

From:

Supervisor/Manager



Job Title

Cc:

Subject:
Performance Warning

Since our last discussion on (DATE), your performance has remained unsatisfactory.  Due to your ongoing performance problems, you are being placed on Written Warning effective immediately.

Your performance is still unsatisfactory for the following reasons:

1.
Document specific reasons in detail with examples

2.


3.

Your performance must improve in the following manner:

1.
Document in detail how performance must improve

2.


3.


If there is no significant improvement in the above areas between now and (DATE), you will be placed on probation for poor performance.  This time period is based on the business cycle for your position.  If sufficient progress is not being made, you may be placed on probation before the end of the written warning period.

I will meet with you each (DAY/WEEK) to discuss these performance concerns and to advise you of your progress.  During this time I will be available to answer any questions you may have and to assist you in any way to help you improve your performance.

_______________________________

Supervisor/Manager’s Signature

I have read and understand the above, and I have received a copy of this document.

_______________________________


___________________

Employee’s Signature




DATE


