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Employee Details  

Name   

Position  

Manager’s Name  

Manager’s Position   

Date of meeting  

Method of Meeting  

 

Complaint/Compliment/Feedback Description  
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Employee’s Response  

 

 

 

 

 

 

 

 

 

 

 

 

 

Manager’s Feedback 
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Further Actions (if required) 

 

 

 

 

 

 

 

 

 

 

 

Once completed this form is to be forwarded to Human Recourses (HR) to be filed in Brevity on 
the employee’s file   

 

 

         

Name of Employee      Name of Manager  
 
 
 
 
         
 
Signature of Employee     Signature of Manager  
 
 
 
 
         
 
Date         Date  
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