	Coghlan Law Office

[] Written Reprimand
[]   Warning
Employee Name:  ___________________________         Date: ________________

Nature of complaint: 

[] Not following company policy               [] Tardiness                     [] Negligence of duties

[] Poor Attitude                                      [] Poor Performance         [] Missed Crt Deadlines
[] Unexcused absence(s)                         [] Other: ______________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Performance improvement plan: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

If there is no improvement it will result in further disciplinary action up to and including employment termination. A copy of this written reprimand will be placed in your official personnel file.

Supervisor Signature:_______________________                  Date: _________________

Receipt of Written Reprimand

     I acknowledge receipt of this written reprimand. My acknowledgement does not necessarily signify my agreement with its contents. I understand that a copy of this written reprimand will be placed in my official personnel file. I also understand that I have the right to prepare a written response that will be attached to the original written reprimand in my file. 

Signature:_______________________                  Date: _________________




