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POST-MEETING NOTES 
 

 
Employee 

Name 
 Date of 

Meeting 
 

Present at 
Meeting 

 

 
 

 
Cause:  ( Include Employee’s stated 
reasons) 

 

 
 
 
 
 
 
 
 
Signif icant issues raised by 
Employee: 

 

 
 
 
 
 
 
 
 
 
Level of Corrective 
Action:  

 
(    )  Decision-Making Leave 
(    )  Termination 
(    )  Other:  Describe 
 
 
 
Interviewer’s 
Comments: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

     Distribution:  Original to Personnel File 


