OFFICE SYMBOL

DATE


MEMORANDUM FOR

SUBJECT:  Notice of Unacceptable Performance - Performance Improvement Plan

1.  The purpose of this correspondence is to:  (1) advise you that you have failed to meet critical performance objectives in your civilian evaluation support form, (2) provide you with a performance improvement plan to assist you in bringing your performance up to a successful level, and (3) alert you to possible actions that will be required if your performance does not improve to a successful level.

2.  Your performance has failed to meet standards for (number) of your critical performance objectives as defined in your civilian evaluation support form.  Your initials on the support form indicate your receipt and acknowledgment of these objectives/standards on ______________________.

3.  On _____________, you were provided with your mid-point counseling during which specific deficiencies were outlined and you were notified of your performance deficiencies.  In addition, you were counseled either verbally or in writing on (list all dates of counseling).  You were advised of the need to improve your performance in the identified areas and provided an opportunity to make suggestions to help improve your performance to an acceptable level.  Despite these efforts of assistance, your performance continues to be unacceptable.

4.  A description of the objectives/standards and examples of your unsuccessful performance follow:


a.  Objective:



(1)  Deficiencies:



(2)  Rating:


b.  Objective:



(1)  Deficiencies:



(2)  Rating:

5.  I am providing you with a 90-day opportunity period in which you must at least meet performance standards for the objectives contained in your civilian evaluation support form.  During this period, I will provide you with added assistance and counseling as necessary.  In order to improve your performance to an acceptable level, you must immediately begin to follow and adhere to the PIP provided below.  The following outlines the necessary steps you must take to be rated “Success” in each objective and achieve an acceptable performance level.


a.  To achieve a successful level of performance for the objective, (state objective), the following improvements are necessary:



(1)  



(2)  



(3)  


b.  To achieve a successful level of performance for the objective, (state objective), the following improvements are necessary:



(1)



(2)



(3)

6.  During the allotted opportunity period, you will be responsible for performing all performance objectives included in your civilian evaluation support form.  By the end of the opportunity period, I expect you to perform at a level of independence that does not require constant oversight.  Unless your performance improves so that you at least meet performance objectives in the next 90 days, I will have no choice but to propose your removal from your present position and possibly from the Federal service.  Additionally, you are advised that if your performance improves by the end of the opportunity period, but is not sustained for the one-year period following the start of the opportunity to improve, you may be subject to removal or reduction in grade without any further opportunity to demonstrate acceptable performance in the critical objectives at issue.

7.  If you believe your unsuccessful performance may be caused by personal, physical, or medical problems; substance abuse; and/or other reasons not directly related to the duties of your position, you are advised and strongly encouraged to use the services of the Civilian Counseling Program at Fort Monroe.  This program is designed to assist employee's with problems and refer them to sources within the community that offer treatment or rehabilitative care.  For additional information regarding this service, contact the Program Coordinator, Ms. Ritchie Cooper, at (757) 727-2070.

8.  I expect you to fully comply with this memorandum and encourage you to make every effort to improve your performance.  I will be available to assist you at your request to bring your performance up to an acceptable level.

