NOTICE OF CONCERN

To be placed in personnel file

Date:​​​​​​​​​​​​
Overtype Date

For:
Overtype Employee Name
Keeping you a part of the team here at (your company name) is important to us.  The following specific issues are of concern.  Please be aware that failure to rectify, resolve or correct the problem could affect your future employment.

Description of issue(s):

Suggested Corrective Actions(s):
Follow-up Meeting Scheduled Date: ________________
	Issued by:
	
	Date:
	

	
	Overtype manager & title
	
	


Employee signature to acknowledge receipt of notice:
	Signed:
	
	Date:
	

	
	Overtype employee name
	
	


