
































 

 

   
 

MEMORANDUM 

 

TO: John Smith 

FROM: Jane Doe 

DATE: __________, 20___ 

RE: Counseling Regarding Inappropriate Behavior 

 
The purpose of this memorandum is to summarize, and to record in writing, counseling 

you have received regarding your behavior towards Hillary Bush and Laura Clinton.  As we have 
previously discussed, Ms. Bush has claimed that you sexually harassed both her and Ms. Clinton. 
Although the Company’s investigation determined that Ms. Bush exaggerated these claims (i.e., 
it could not be demonstrated that you engaged in conduct serious enough to meet the definition 
of harassment), the investigation did reveal that you engaged in conduct that our company 
considers inappropriate.  More specifically, you engaged in flirtatious behavior with Ms. Bush 
and Ms. Clinton, and pursued a romantic/personal relationship with both of them, after you 
should have realized that they did not welcome such behavior and did not want such a 
relationship. 

Although your conduct did not cross the line into “sexual harassment,” we find that it was 
inappropriate and must not be repeated.  This type of conduct can harm the Company in many 
ways, including damaging employee morale, causing distraction, and causing the Company to 
have to deal with legal claims (note that even unfounded legal claims are very time consuming 
and expensive to deal with). 

For all of these reasons, we are instructing you that you must not pursue any romantic or 
personal relationship with any of your co-workers after you have received any indication that the 
co-worker is not interested in such a relationship, and likewise you should not engage in 
unwelcome flirtatious behavior with any co-worker.  As an executive of the Company, we expect 
you to exercise a high level of judgment to resolve doubt in favor of not being flirtatious with or 
pursuing romantic/personal relationships with your co-workers, and to avoid even the appearance 
of impropriety. 

Moreover, as you have previously been advised, you must not in any way retaliate against 
either Ms. Bush or Ms. Clinton for expressing concerns regarding your behavior.  The Company 
must encourage employees to raise these kinds of concerns and any form of retaliation will not 
be tolerated. 
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Although the Company does not countenance your behavior, it seems appropriate to note 
that the investigation revealed you did not repeat this type of behavior after Charlie Coleman 
confronted you about it in September of 2001.  Nevertheless, now that the Board of Directors has 
learned of this behavior, it is only appropriate that you hear from the Board as a whole on this 
matter. 

Please sign this memorandum in the space provided below and return it to Charlie 
Coleman.  Please contact me immediately if you have any questions. 

 
READ AND UNDERSTOOD: 
 
 
__________________________    _________________  
John Smith      Date 
 
 
 
YOUR COMMENTS—PLEASE PROVIDE ANY COMMENTS YOU WOULD LIKE TO 
MAKE BELOW (ATTACH ADDITIONAL SHEETS IF NECESSARY): 
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