Notice  - Verbal Warning – not reviewed by attorney
Date:

(Employee Name);

You and (employer/manager name)  met on (date) to discuss:
(Summary of the situation)

We decided on the following:

Training (if needed)

	Item
	Who Trains
	Check-in and Finish Dates

	
	
	

	
	
	

	
	
	

	
	
	


Changes (Agreed to by employer and employee)

	Item and  Resolution
	Check-in and Finish Dates

	
	

	
	

	
	

	
	


We want you to succeed and expect that you will communicate  any questions or challenges as soon as they arise.

A copy of this note has been placed in your personnel file and will be updated as we meet to check-in on your progress.  Failure to improve correct problem or occurrence of any future incidents, may result in further actions which include written warnings and up to termination of employment.
Supervisor Signature_______________________________________ Date_______________ 

Note:   You can copy and paste the information in the tables to a written warning document if you need to go to that step
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