FIRST WRITTEN NOTICE

[Date]

[Full name]
[Department]
[Building and/or street address]
[Campus]

Dear [Full name]:

This letter serves as First Written Notice per Article 11 of the CWA agreement with The Ohio State University.  This action is based on your [INFRACTION(S)] in the following particulars:

 [BRIEF WRITE-UP OF FACTS]

Please be advised that this written notice is corrective action and future infractions and/or performance issues may result in further corrective action up to and including termination.  

Sincerely,



[Name]
[Job title]

	C:
	Department
CWA
File





Created 8-3-2009


By signing this written notice, I acknowledge that this matter has been discussed with me and that I have received a copy of this document. I understand that this is corrective action and that future infractions and/or performance issues may result in further corrective action up to and including termination.  

_________________________________________	____________________________________
Employee Signature					Date
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