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Employee Information
	Employee Name
	Position
	Department
	Date of Issue

	[Enter Name]
	[Enter Position]
	[Enter Department]
	[Enter Date]



Incident Description
· Date of Incident: [Enter Date]
· Location: [Enter Location]
· Summary: [Brief description of the incident]
Corrective Measures
· Counseling
· Verbal Warning
· Written Warning
· Suspension
Employee's Remarks
[Space for employee's comments]
Sign-off
· Employee: _______________________ Date: ___________
· Manager: ________________________ Date: ___________
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