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Date: 				     	Employee Name: 							    

STATE PROBLEM: 												
														
														
														
														

WHAT POLICY RULE, OR STANDARD WAS VIOLATED? 																					
														
														
														

SOLUTION: 													
														
														
														
														

PROGRESSIVE CORRECTIVE ACTION: 									
														
														
														
														

CONSEQUENCES: 												
														
														
														
														

						    								
Supervisor’s Signature 							Employee’s Signature 
							
Personnel Manager’s Signature	    

FOLLOW UP: 													
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