Confidential

Record of Employee Communication

Name:  John Doe

From: Joe Smith


Date: December 22, 1999

Subject:  Performance – Customer Relations
 

John:

In August we discussed your need to improve your communication and customer relations skills.   At that time, I explained the problem and gave you examples of acceptable customer relations.  At the time we reduced the amount of customer interactions you were expected to maintain but still emphasized the importance to develop and maintain these skills. Since our discussions, we have not seen a sufficient improvement in this area and it is still below the level expected for your position and training.  

As a result of this performance issue, you are being placed on written warning.   

We expect immediate improvement in these areas and will monitor your progress for the next two months.

The terms of your written warning are as follows:

1. You are to adhere to all rules and regulations of the company, work performance requirements – including customer relations - and any instructions from your supervisor or other members of management.

2.  The Written Warning will be in effect for (6) months from the date of this letter.

3.  Should there be a need to address any specific problems or concerns, they should be channeled through your immediate supervisor or Human Resources.

It is imperative that you abide by these guidelines set forth in this warning.  Any future  or work performance issues will result in further corrective action, up to and including discharge.  I would like to stress the seriousness with which I regard this situation.  If there is anything I can do to help you correct this problem, don't hesitate to ask.

Employee Signature: _______________________
Date: ______________________

Supervisor Signature: ______________________
Date: ______________________

