
MEMO OF EXPECTATIONS
	Employee Name:
	
	Date:
	

	Position:
	
	Unit:
	


This letter serves as documentation of a verbal discussion regarding performance and/or conduct concerns. Pleases consider this as notice that you must show immediate and sustained improvement in these areas. This is not disciplinary action, but failure to improve in these areas of concern may result in discipline.
COMMENTS: 
I acknowledge that I have received a copy of this document and had an opportunity to discuss it with my supervisor.  I understand that my signature signifies my receipt of this document, and does not signify my agreement with the statements made therein.

Employee Signature: ________________________________     Date: ____ / ____ / ____









Supervisor Signature: _______________________________     Date: ____ / ____ / ____

