M E M O R A N D U M 

TO:

[Name of Employee]

FROM:
[Name of Supervisor]

SUBJ:

Reminder 2

DATE:

[Date]

This memorandum serves to confirm our discussion on [date] about [describe performance problem]. [This problem or Your overall performance] was previously discussed with you informally on [date(s) of any previous informal discussions]. You received a Reminder 1, the first step of our formal discipline process, on [date]. [At that time or Each time] we discussed what was expected of you and you agreed to correct the problem. Since then, [describe the continuing problem].

Given that this [continued poor performance or problem or policy violation] has a major effect on [college or department operations or your co-workers], it is essential that you make the following change(s) in your performance without delay: [describe desired performance]. In addition, I expect you to follow all policies and procedures and perform every aspect of your job in a fully acceptable manner. 
During our discussion today, you said [restate the employee’s agreement to correct the problem together with any other important comments and your response]. I’m counting on you to solve this problem and perform all assigned duties and responsibilities in a fully acceptable manner since any further problems requiring disciplinary action will result in your placement on a Decision Making Leave, the final step of our disciplinary process. 

You have the right to request a review of this action by contacting [the name of the reviewing official] within three (3) business days of the receipt of this memorandum. [The name of the reviewing official] may be reached at [telephone number].  Please be advised that your decision to request a review of this action does not affect your commitment to me today to solve the immediate problem and to perform every aspect of your job in a fully acceptable manner.
