CITY OF CORAL GABLES 
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MEMORANDUM 


	TO:
	[Employee Name]
[Employee Position]
[Department]

	DATE:

	[Insert Date]


	FROM:
	[Department Director Name]
[Director Title]
[Department]
	RE:
	Reprimand





On [Insert Date], the following incident(s) occurred:  

[Describe the incident or violation in detail; be fact specific and where appropriate identify names, dates, and times.]


For the above incident(s) you are in violation of the City of Coral Gables Personnel Rules & Regulations, specifically:

Rule XX – [insert text of rule]

Rule XX – [insert text of rule]

[If applicable insert/list previous similar disciplines here.]


The purpose of this memorandum is to issue a written reprimand. You must take corrective action; specifically, you must:

[Insert corrective action required.]   


Failure to take corrective action may result in further disciplinary action, up to and including termination of employment. 

Received: _______________________________		Date: ___________________

c:   Human Resources Director
      Union President
      [Additional Recipients to be copied]	
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