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DATE: 
September 26, 2015   

TO:
   
Dave Rippleberry


Library Technician
FROM:
Sue Magellan


Supervisory Librarian
RE: 

Training and Development Conversation


This memorandum documents that, in accordance with Article 27, Section 3(C) of the AFSCME Local 2910 Collective Bargaining Agreement, a discussion was held on September 14, 2015 regarding training needs and opportunities that would help improve performance in your current position. During the past performance period, you demonstrated your editing capabilities by reviewing written materials and catching the errors they contained. I would like to see you continue to develop your writing skills because I foresee our documentation workload increasing next year and believe that you can be of great assistance to our team in this area.
During our discussion, we identified the following activities, including target completion dates, to help you further develop your writing and editing skills:

	Developmental Activities
	Target Date
	Special Notes

	Take Graduate School classroom course “Effective Government Correspondence” (WRIT7007D) 
	11/5/15- 11/6/15
	Library funding for course approved

	Read book Eats, Shoots, and Leaves by Lynne Truss 
	12/31/15
	

	Complete the following online writing courses, available through LOC SkillPort: “Business Writing: The Mechanics of Writing” (COMM0126) & “Business Writing: Editing and Proofreading
	1/30/16 
	May request to use official time for the LOC SkillPort courses from me

	Have colleague critique and provide feedback 5 writing samples
	2/10/16
	

	Critique one of own writing samples per week
	3/30/16
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This sample memo is consistent with the language and agreements pertaining to performance management expressed in the AFSCME Local 2910 collective bargaining agreement, Article 27, Professional Development and Training.  


