WARNING OF UNSATISFACTORY PERFORMANCE

DATE : _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
NAME : _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
DEPARTMENT : _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
Dear Sir/Madam

1 As discussed with you, your work performance is inadequate in the following particular respects, which were explained to you during the discussion, namely:

1.  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

2.  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

3.  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

4.  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

2 You are required to remedy your work performance in order to ensure that the inadequate standards and requirements do not continue. Your work performance will be re-assessed after a period of _____________
Yours faithfully

____________________________________

I acknowledge receipt of the above letter.

(Employee)
______________________         Date ______________                                    Witness ______________________
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