SAMPLE LETTER

PERFORMANCE APPRAISAL WITH WARNING

[Date]
[Name]
[Position] (Probationary)

Dear [Name],
Based on the latest appraisal of your performance conducted by your superior, [superior’s name], your performance continues to be unsatisfactory.

In particular, the following findings were made:

· Slow in completing office reports requested;

· Complains a lot about overtime work;

· Constant tardiness (at least twice a week);

· Three unexcused absences within the month.

· Many errors in office reports that you prepared.

This is the third time that you have failed the performance appraisal of your probationary employment.  We are compelled to issue this warning for you to take the needed action to address the above deficiencies.

Should your performance on the next performance review fail to meet the performance standards required by the company, we will have no other choice but to terminate your probationary employment.

Sincerely,

[Name]
[Position]
RECEIVED COPY OF PERFORMANCE 

APPRAISAL REPORT WITH WARNING:

________________________

[Name of Employee]
