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[bookmark: _GoBack]					       7 May 2014

To: 		Henry Goodbar, Accounting Technician 

From: 		Katrina Kitkat, Chief, Accounting and Finance Division

Subject: 	Work Improvement Plan for Henry Goodbar
This is notice that your performance in meeting the below listed critical job elements(s) for your position as [Title, Series, Grade], is currently at a minimally successful level.  On [specify date], you acknowledged receipt of your performance standards.  As you are aware, your performance standards are behavioral statements of the types of performance expected from an individual in your grade and position.  I have determined that your performance is minimally successful in [specify number] critical elements of your position, and therefore, a work improvement plan (WIP) is required.  If you have any concerns about the WIP or you require additional guidance in following it, please let me know as soon as questions arise.  
The WIP becomes effective today and will continue for [60, 90, 120] calendar days from today. It is important to perform well under the standards set out in your performance plan, which was provided to you on _______.  A copy of the elements and standards for your job is attached.  
The areas in which your performance needs improvement are as follows:  
Element# [insert title of element]
Describe [using dates and details] instances of minimally successful performance.  Describe prior training given or other discussions related to the element.  
To improve your performance and bring it to a fully successful level, you must: [give examples of fully successful performance].  
To further assist you in bringing your performance to an acceptable level during this opportunity to improve period, I will provide you with the following: [examples]
· I have scheduled you to attend…
· I have scheduled you to meet with …[OJT with a counterpart?]
· In preparation for these sessions, I recommend that you closely review…
· I will meet with you on [insert date and time], to discuss your progress and to answer any questions you may have about the subject of …
· I have scheduled for us to meet weekly, in my office, to discuss your progress and any concerns you have encountered, and to identify any possible additional assistance you may require.
· We will meet on [date] to go over procedures outlined in the SOP manual.  
If you believe that your current performance problems are a result of a medical condition of which I am unaware, please discuss this with me immediately and provide me with any necessary documentation and requests for accommodation for my consideration.  In the event there are other problems of a personal nature, I am obligated to and want to remind you of the Employee Assistance Program (EAP).  The EAP services are confidential and strictly voluntary.  You may contact EAP at 1-800-869-0276 or www.eapconsultants.com.  
Please sign a copy of this memorandum, which serves only to acknowledge your receipt of this notice. 
Receipt Acknowledged 
	_______________________________________    
	________

	Signature
	Date
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