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DISMISSAL FOR JOB PERFORMANCE
Date
Employee Name 
Address 
Address
Dear _______________________:
This letter communicates my decision concerning the recommendation for disciplinary action due to your unsatisfactory job performance.
1. On (date), you were given a Written Warning for job performance because each of your last three bi-weekly fiscal reports had been late and contained numerous errors.
2. On (date), you were given a second Written Warning because you failed to submit a written proposal for the grant fund tracking system in a timely manner.
The specific performance issues giving rise to the recommendation for disciplinary action are:
3. Since the second Written Warning, in which you were informed that further performance problems could lead to your dismissal, you have continued to have additional instances of unsatisfactory performance. These are:
(a) Failing to submit the proposal for the grant fund tracking system by the 
A pre-disciplinary conference was conducted on (date). Present at the conference were you, me, and (name) from the Department of Human Resources. During the conference you reviewed the activities you had undertaken to improve your performance, including registering for a correspondence course in record keeping. We discussed your communication problems and your lack of insufficient job knowledge to adequately train the assistants assigned to your unit. We discussed the impact your work problems were having on department operations.
Based on my review of all information available, including prior disciplinary actions, your current unsatisfactory performance, and your comments (or lack of comments) during the pre-disciplinary conference, you are being dismissed from your position effective (date).**
You have the right to appeal this dismissal under the Dispute Resolution and Staff Grievance Procedure. A copy of the Procedure is enclosed. If you have questions please contact_______, or call ______at phone number______ 
Sincerely,
(Supervisor's Signature)
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