MORRIS MURDOCK

TR/IVEL
EMPLOYEE VERBAL ACTION
Date: / [ Office Location:
Name: Department:
TYPE OF VIOLATION

D Attendance/Punctuality D Performance (Substandard work)

D Violation of Company Policy [j Insubordination (Failure to follow instructions)

D Harassment D Other Improper Conduct:

Describe Situation;

What the employee must do to correct the situation in the future:

Employee Response:

Employee Signature Date Manager Signature Date

M Information was covered with employee, but employee refused to sign.

Send original form to Human Resources, make copy for your file.
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