SAMPLE MEMORANDUM OF COUNSELING

MEMORANDUM FOR

SUBJECT:  Written Warning

1. The purpose of this memorandum is to inform you that your disruptive and discourteous behavior is having an adverse effect on the morale and productivity of this office.  Creating disturbances and making demeaning remarks about co-workers and the DCSXXX chain of command cannot contimue and will not be tolerated.

2. Specific examples of your unacceptable behavior:

a.  On 30 July 1993, I was at y desk when I was interrupted by shouts coming from Room 200.  When I went to investigate, I found you arguing with Mr.           over the preparation of briefing charts.  Your unrestrained tone of voice was heard in several rooms near Room 200.

b. On or about 28 July, you accused several of your coworkers of spying on you for the 

purpose of informing management of your contacts with other activities for employment purposes.  You indicated the information was used by management to kill your opportunities.  I personally talked to you about the seriousness of making unfounded accusations.

c.  Later , on the same date, you accused your team leader Mr.            of  relocating his work area for the purpose of spying on you.  Your accusations were made in front of everyone in the immediate office area.

c. During the May-June timeframe, you entered into three separate arguments with your coworkers over the physical location of an office fan.  You yelled that the fan was your property and would remain under your desk for your exclusive use.  The fan was moved to the top of an office cabinet to allow for better air circulation.  You removed the fan from its location multiple times and placed it back on the floor.  I explained to you that the fan was not yours, and it was to be used for the benefit of the office.

3. I expect you to be an effective team player, and I expect you to conform to acceptable standards of conduct.  I expect you to work well with your team members and others to get the job done.  I also expect you to show respect for others and to be courteous.

4. If there is anything you do not understand about this memorandum or my expectations, I ask that you discuss them with me or in my absence, Ms.                   who will be the acting division chief during the period I am away at training.

5. This memorandum of warning is not a formal disciplinary action and will not be placed in your Official Personnel Folder.  It does, however, document your unacceptable behavior and put you on notice that further instances of unrestrained outbursts or any other unacceptable behavior will result in formal disciplinary action taken against you.








SIGNATURE BLOCK

Issued by:

Date Issued:

Time:

Receipt Acknowledged:

