
INSERT LETTERHEAD

To:

(Labor Relations Officer)
From:

(Supervisor)
Subject:
Documentation of Verbal Counseling

Date:

On ___________________, at _________a.m./p.m. I, _________________________, 

personally counseled with __________________________ regarding:





    (Employee Name)
(Statement of behavior/performance deficiency)

This instance of verbal counseling is not disciplinary action.  The employee is hereby notified that further offense(s) will result in disciplinary action up to and including removal.






__________________________________







Supervisor Signature







___________________________________







Employee Signature

c:
Labor Relations Officer file

Supervisor file

VERBAL COUNSELING

