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This Memorandum serves as a written warning concerning the following: 
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My expectations of your job performance going forward are as follows:
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Please be advised that failure to complete the above conditions, or engaging in future incidents of this nature, or any other violations of departmental or Town policies or ordinances, will result in further disciplinary action as outlined in the Town’s Disciplinary Policy.     I expect you to continually and consistently demonstrate significant improvement.      We will work together to identify and help you utilize resources to support your improvement in this area.   

I trust these expectations for your work performance are clear.  You are a valued employee, so I sincerely hope that you will take this opportunity to resolve the performance issues cited above.    If you wish to discuss this memo with me, please let me know.  You may also welcome to discuss any concerns or procedures questions with 

cc:	HRD
	Personnel File
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