INSERT LETTERHEAD

DATE:

TO:

_____________________, Employee

FROM:

_____________________, Supervisor

SUBJECT:
(Oral or Written) Reprimand
On ___________________________, you were in violation of Work Rule #____________.  Specifically (insert facts of the matter).

This letter serves as documentation of the reprimand and will be placed in your personnel file.  It also serves as a warning that future infractions will lead to more severe discipline up to and including termination. The retention period for this discipline shall be extended by a period equal to employee leaves of fourteen (14) consecutive days or longer, except for approved periods of vacation leave.






_______________________________________







Supervisor Signature

c:
Personnel file


Labor Relations file


Supervisor file


Union

