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Employee Follow Up Notice


	Employee:
	Position:

	Location:
	Supervisor:

	Date of Event:
	



  Reason: 
  ☐ Unexcused Absence                               ☐ Performance Reminder
  ☐ Policy/Operations Reminder                ☐ Other____________________

Description/Reason of Event:
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Copies will be given to the employee, Human Resources and retained in supervisor notes
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