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Employee Name:  ________________________________________    Today’s Date:   ___________________                    
Manager:  ______________________________________   Check-in Dates: ________________________________________________

Performance Issue 1: ____________________________________________________________________________________________________

	Expected Outcomes
	Action Required
	Deadline
	Check-in Date/Notes
	EE Initial/Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Performance Issue 2: ____________________________________________________________________________________________________

	Expected Outcomes
	Action Required
	Deadline
	Check-in Date/Notes
	EE Initial/Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Performance Issue 3: ____________________________________________________________________________________________________

	Expected Outcomes
	Action Required
	Deadline
	Check-in Date/Notes
	EE Initial/Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Important Information: If your work performance fails to meet the acceptable level as detailed above, further disciplinary action up to and including termination will follow.  You are expected to continue to maintain this level of performance throughout your employment.

	Employee Signature:
	Manager Signature:

	Date:
	Date:

	

	Comments by Employee:
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