Today’s Date 

Employee Name

Street Address

City, State, ZIP
Dear <Employee>: 

This letter constitutes official notice of your suspension <with or without pay> for <length of suspension> working days as a result of your misconduct involving <specific behavior or incident>. The effective dates of your suspension are <dates of suspension>, inclusive, and you are expected to report back to duty <date of return>. This action follows an investigation by <the Human Resources Department or individuals who were involved with the investigation>. 

Specifically, <detailed account of incident(s) or behavior resulting in suspension>. 

In both the investigative and pre-disciplinary meetings, <description of the events (hearings, meetings, etc.) which preceded the suspension>. 

<Description of policy(ies) which were violated as a result of employee’s actions>. 

I wish to reiterate the recommendation that was made in our last meeting on <date>, that you <recommendation(s)>. As noted before, I would be happy to assist you in any appropriate way.

You have the right to appeal this action under the provisions of the <applicable regulations>. 

Sincerely, 
  

<Name> 
<Title> 

I hereby acknowledge receipt: 
  
____________________________

______________________

Signature



Date
____________________________

Printed Name









