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 FORMCHECKBOX 
Verbal Warning – (To memorialize the conversation)

 FORMCHECKBOX 
Written Warning – (State the nature of the offense, method of correction and action to be taken if offense is repeated)

 FORMCHECKBOX 
Suspension – (Include length of time and nature of review)

 FORMCHECKBOX 
Final Written Warning
 FORMCHECKBOX 
Without decision-making leave
 FORMCHECKBOX 
With decision-making leave
 FORMCHECKBOX 
With unpaid suspension

Please explain the specific subject of the PIN: [image: image6.wmf]


 FORMCHECKBOX 
Policy/Procedure Violation
 FORMCHECKBOX 
Performance Transgression
 FORMCHECKBOX 
Behavior/Conduct Infraction
 FORMCHECKBOX 
Absenteeism and Tardiness

	Level of Discipline
	Date
	Subject

	Verbal
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	Written
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	Final Written
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Please use the space below to describe the offense and supporting details. Be sure to include the following information: Time, Place, Date of Occurrence, and Persons Present as well as Organizational Impact.
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Outlined here is the manager’s recommendation for performance improvement:
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In addition, I recognize that you may have certain ideas to improve your performance. Therefore, I encourage you to provide your own Personal Improvement Plan Input and Suggestions:
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Positive:
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Negative:
[image: image17.wmf]


Scheduled Review Date: [image: image18.wmf]
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I have discussed and understand this performance Improvement Notice. I further acknowledge that future occurrences will result in further disciplinary action, up to and including termination. 
___________________________________________________________________________
___________________
Employee Signature









Date

___________________________________________________________________________
___________________
Manager’s Signature









Date

___________________________________________________________________________
___________________
HR Representative’s Signature
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