Note:  The following letter is only a sample.

Please contact your Staff HR analyst for assistance in customizing the letter for each action.

C10. Sample Notice of Suspension -- PSS

Date

Employee Name

Job Title

Re:  Notice of Suspension

Dear Employee name:

I have reviewed your written response to the [date] notice of intent to suspend you from your University position as [job title] for continued [performance or misconduct].  Unfortunately, you have offered no new information that would persuade me to alter my decision.  Therefore, you will be suspended without pay from [date] through [date].

Please be advised that you have a right to respond to this suspension notice under the provisions of the Personnel Policies for Staff Members-Policy 70.

Sincerely,

Manager

Department

cc:
Labor Relations


Staff Human Resources Analyst


Unit Head


Personnel File
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July 24, 2001
June 1, 2004
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