To: joyb@bidcosales.com
From: james@bidcosales.com
Date: 4th April 2018
Re: Letter of Reprimand

Hello Joy B,

[bookmark: _GoBack]This is a formal letter of reprimand to notify you that your performance is not meeting expected levels of contribution. We’ve recently noticed a significant reduction in your level of productivity and commitment. We are concerned that you have significantly failed to meet the job expectations as soutlined in your job description. You’ve have failed in the following areas; 
1. The number of client contact you made over the last two weeks is 30% less of the standard the rest of the marketing experts are meeting
2. The lengths of the time the customers spend with you have exceeded the rest of the team with over 40%.
3. The degree of a difficult task that you are recently engaging with is below the standard of the rest with over 40%.

As you can see, you are not succeeding in your three most basic indicators of your job. Your supervisor has spoken with you countless time but you don’t seem to change. Consequently, we believe you are not willing to perfume or even try to change. Our concerns are that your performance has affected the overall routine of our team. 
We need to see an immediate improvement in all the three primary arrears of your job or additional disciplinary actions or the termination of your performance will occur. 
We have faith that you have the capability to act and improve. We expect an immediate improvement.

Peter Adams
Supervisor
Sales Department
Human Resource
 
