Avery D. Niles, Commissioner		 				Department of Juvenile Justice 

[bookmark: _GoBack]Appointing Authority							Address 



Letter of Reprimand (Example)

[bookmark: Text3]Date:      
To:      
From:      
Approved:      
Re:      
_____________________________________________________________________________________
We have discussed your performance problems twice in the past four months. You continue to have problems maintaining a master inventory of all keys and keyboards even after our previous discussions. This letter serves as an Official Letter of Reprimand that you must improve your performance as Key Control Officer.
[bookmark: Text2]During our last discussion on date, you were advised to comply with DJJ's Key Control (8.12) policy. However, you have failed to do so. As a result, a Performance Improvement Plan has been developed in which you must comply with to address this deficiency. From this day forward, additional performance deficiencies may result in disciplinary action, up to and including termination.


   Supervisor's Signature                                                              Date

Signature below indicates receipt of memorandum.

  Employee's Signature            				    Date
DJJ 3.80, Attachment B
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