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Date:

To:

From: 

Subject:	Performance



The purpose of this form is to document the performance issues that we discussed during our weekly meetings on {Date}, {Date} and again on {Date} when you were given a first‑step warning; and on {Date} when you were given a second-step warning.

The following are the performance issues that still need correcting:




Expected change in performance:



Failure to meet any of these standards will result in immediate termination.

 											
Employee/Title/Date

   											
Manager/Title/Date








*WE ARE AN AT-WILL, EQUAL OPPORTUNITY EMPLOYER*



