
REPORT OF CONVERSATION 
 
Employee________________________Dept______________Date_____ 
 
Supervisor’s Comments:  
 
_________________________________________________________ 
 
_________________________________________________________ 
 
_________________________________________________________ 
 
_________________________________________________________ 
 
_________________________________________________________ 
 
Employee’s Comments: (To be completed by supervisor or employee) 
 
_________________________________________________________ 
 
_________________________________________________________ 
 
_________________________________________________________ 
 
_________________________________________________________ 
 
Action to be taken: 
 
_________________________________________________________ 
 
_________________________________________________________ 
 
_________________________________________________________ 
 
 
Employee Signature ________________________________Date______ 
 
Supervisor Signature _______________________________Date______ 


