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Private and Confidential


	EMPLOYEE NAME:
	




THE REASON FOR THE FILE NOTE AS EXPLAINED TO THE EMPLOYEE: 

REASON FOR COUNSEL

	Concerns Raised
	Expectations Raised

	
	

	
	

	
	



Please be aware that this is not a formal warning at this stage and that in meeting the expectations we discussed disciplinary actions can be avoided. Note: Original will be kept on file. 

[NAME OF EMPLOYEE] I confirm that this File Note is an accurate summary of our discussions on [insert date].

SIGNED: 
	
	

	Manager:
	

	
	

	Date:
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