Avery D. Niles, Commissioner		 				Department of Juvenile Justice 
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Letter of Concern (Example)
[bookmark: Text1]Date:       
[bookmark: Text2]To:      
From:      
Re:      
Date of Incident:      
Date of Conference:      
____________________________________________________________________________________
Incident: On Date of incident you failed to maintain a master inventory of all keys and keyboards in accordance with DJJ's Key Control (8.12) policy as Key Control Officer.
Summary of Conference: During our conference regarding this matter, you acknowledged to fail to adhere to this task. It is a job expectation and requirement that you consistently maintain a master inventory; as such, deficiencies could have an adverse effect on the efficient operations of the facility. You were advised to comply with this job duty.

Supervisor's Signature                                                                    Date

Signature below indicates receipt of memorandum.

Employee's Signature                                                                     Date
	
Please note: All correspondence should be on the appropriate Division letterhead. 
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