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Follow-up Memorandum on Counseling Meeting

Date:
To: 

Employee Name
From:  

Supervisor’s Name and Title
Subject:  
Today’s Meeting

Today we met to discuss my concerns about:
Write out your concerns. Add nothing that wasn’t addressed in the meeting.
You said that:

Summarize the employee’s response.

I explained that:

Go over your expectations as expressed in the meeting.  End up on a positive note.  For example, I’m sure we can work through this and I will be available to discuss your concerns.
Please review carefully Agency (Letter, Policy, Guidance, etc.).  I expect you to be aware of your responsibilities as an employee subject to that policy.  If after reading the policy, you have questions, let me know and I will get you answers to your questions.
Include your Agency’s employee assistance program notice:

If you are having problems of a medical, financial, family or of another nature that may be affecting your work, feel free to contact the AGENCY NAME Employee Assistance by calling EAP PHONE#.  This is a confidential service.  For more information, go to http://www.AGENCYEAPWEBSITE.gov.
