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DATE: 
September 16, 2018   

TO:
   
Dave Rippleberry


Library Technician
FROM:
Sue Magellan


Supervisory Librarian
RE: 

Informal Discussion of Performance for Appraisal Period 3/1/18 – 2/28/19


This memorandum documents that, as described in Article 15, Section 3(B) of the AFSCME Local 2910 Collective Bargaining Agreement, a discussion was held on September 14, 2018 regarding performance from 3/1/18-8/31/18. During the appraisal period so far, you have done a great job of helping the office meet its goals particularly in the area of improving customer service. Your two reports were completed satisfactorily but I would still like to see your writing improve so that the reviewer does not have to make as many grammatical changes. I suggest completing a class like “Business Grammar: Working with Words” in LOC SkillPort to improve performance. A major emphasis for the remainder of the performance period will be improving our recordkeeping procedures and would like you to submit some initial recommendations for our area by the end of October 2018. 
We discussed the status of other assignments which were all on track to be completed by deadline. Based on the established performance requirements, your performance to date is on track to meet or exceed expectations for the annual appraisal period. 
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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 15, Performance Evaluation.  


