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REDROCKS

COMMUNITY COLLEGE




MEMORANDUM

**********************************************************************************

To: STUDENT 
 
From: SUPERVISOR



Date: 
Subject: Corrective Action - ISSUE
This memo is intended as a written letter of corrective action concerning the following performance problem(s):

State the issue broadly. If multiple issues are being addressed, include them here.
Observed behavior and necessary corrective action:

· ISSUE SPECIFICS - Give specific examples of unacceptable behavior. Include dates and persons affected when applicable. 
· STEPS FOR CORRECTION - Be specific about the steps an individual can take to correct the issue. 
· CONSEQUENCES - State the consequences of failure to correct the issue. Be specific about a time table for corrective action and the general date of reassessment.   
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