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To:                  Karen Haight, OES

From:             (Supervisor)

Subject:        Documentation of Verbal Counseling

Date:



On ___________________, at _________a.m./p.m. I, _________________________, 

personally counseled with __________________________ regarding:
                                                    (Employee Name)

(Statement of behavior/performance deficiency)






This instance of verbal counseling is not disciplinary action.  The employee is hereby notified that further offense(s) will result in disciplinary action up to and including removal.



                                                                        __________________________________
                                                                        Supervisor Signature


                                                                        ___________________________________
                                                                        Employee Signature



c:         Office of Employee Services
            Supervisor file

50 West Town Street • Suite 700 • P.O. Box 1049 • Columbus, OH 43216-1049
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