


[bookmark: _GoBack]Record of Employee Conversation

	Date:
	
	☐ Phone Call ☐ Text Message ☐ In-Person ☐ Email or Chat



	Employee Name (Last, First, & Middle)
	Employee ID Number

	
	

	Title
	Department

	
	

	Witnesses

	
	


 
Summary of ConversationLegal Disclaimer: This document is intended for informational purposes only, and does not constitute legal information or advice. This information and all HR Support Center materials are provided in consultation with federal and state statutes and do not encompass other regulations that may exist, such as local ordinances. Transmission of documents or information through the HR Support Center does not create an attorney-client relationship. If you are seeking legal advice, you are encouraged to consult an attorney.

	

	

	

	

	

	

	

	

	



Employee Notes
	

	

	

	



Supervisor Signature: _______________________  Name: _____________________  Date: _________

Witness 1 Signature: ________________________  Name: _____________________  Date: _________

Witness 2 Signature: ________________________  Name: _____________________  Date: _________

Employee Signature: ________________________  Name: _____________________  Date: _________



