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[Date]
Memo to File
The intent of this document is to record identified participant file deficiencies and to clearly document plans for remedial action, and their outcomes. 
Participant:_____________________
Identified File Deficiency: ______________________________________________________________________________
Plan for Remediation:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Outcome:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Was the Plan Successful? □ Yes □ No
If the remediation plan was not successful, what next steps have been identified to satisfy this deficiency?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Was your Field Office contacted for guidance to resolve this deficiency? □ Yes □ No 
Final Outcome:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_______________________________					__________________
[bookmark: _GoBack]Supervisor Printed Name and Title						Date 
