
		September 28, 2025
[bookmark: xgraphic]Memorandum
To:	(Employee Name)
CC:	Kim Rizzi, Bob Sparger, PH File
From:	(Manager Name)
Date:	9/28/2025
Re:	Performance Rating and Status
You were notified that your performance rating for the Mid-Year 2000 evaluation period was Needs Improvement.  As a result, you will be placed on a probationary project where you will be given 45 Days to improve your performance.  The project will have specified performance expectations and measures which you will be expected to meet.  Due to the redeployment efforts underway in Human Resources, you will report to Bob Sparger during this project and are expected to work with him on your assignment.Confidential


If you do not meet the performance standards on the project, you may be subject to further disciplinary action up to and including termination.  However, we have every expectation that you will be successful in this effort and ask for your commitment.
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