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<Insert Department Name> Department
<Insert Address>
Chapel Hill, NC 275__
(919) <Insert Phone Number>



MEMORANDUM 


TO		<Insert Employee’s name>, <Insert Employee’s position>

FROM:	<Insert Supervisor’s Name>, <Insert Supervisor’s Title>

DATE:	__________ 

SUBJECT: 	<Insert Date and Nature of Incident>- NOTICE OF PRE-			DISCIPLINARY CONFERENCE

This letter will serve as formal notification that you are scheduled to attend a Pre-Disciplinary Conference at <Insert time and date>,  in my office at the <Insert Name of Department>. At the conference, we will discuss your alleged <Insert nature of misconduct>. Specifically, we will discuss <Insert brief description of Incident>.  

<Name of company or department, or person conducting investigation >  conducted an investigation  the above referenced incident and revealed that <If there was an investigation, include brief summary of investigative findings>  

    
Your actions on <Insert Date>, regarding the above-referenced incident, constituted <Insert Applicable Ordinance>, as defined by Town Ordinance 14-<Insert Ordinance Section>, in the following manner: 

<Insert Sections of Ordinance that Employee Violated>


Your actions on <Insert Date>, regarding the above-referenced incident, were also in violation of Town Policy <Insert Policy Section>, which provides in significant part that:
<Insert Section of Policy that has been violated>


A copy of both the <Insert Name of Policy> and Town Ordinance <Insert Name of Ordinance> have been attached for your review. 

<If no previous disciplinary actions, use the following paragraph>:
Please be advised that based on the nature of this incident and, I am considering serious disciplinary action, up to, and including recommendation for termination.

<If there are previous disciplinary actions, use the following paragraph>:
Please be advised that based on the nature of this incident and your history of similar complaints/incidents (See attached), I am considering serious disciplinary action, up to, and including recommendation for termination.

You are not required to attend this pre-disciplinary conference; your attendance is strictly voluntary. However, the purpose of this pre-disciplinary conference is to provide you with an opportunity to present your side of the story related to the alleged complaint and any other information that you wish for me to consider in determining what disciplinary action, if any, would be appropriate. 

At the pre-disciplinary conference, you have the right to have one representative present. This representative may be anyone of your choosing, except that it cannot be a Town supervisory employee.   If you choose to have an attorney serve as your representative, you must notify me within 24 hours in advance of the pre-disciplinary conference so that the Town can have legal representation at conference.  

Should you have any questions or concerns about the pre-disciplinary conference, please don’t hesitate to contact me.



[image: j0292152]cc:	Personnel File	
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<Attach Relevant Policy and Ordinance Sections here>












Acknowledgement of Receipt of Notice of Pre-Disciplinary Conference 


I, ________________________________ acknowledge that I have received the Notice of Pre-Disciplinary Conference.  


_______________________________         ________________  
Signature of Recipient                                     Date 

________________
Time of Receipt of Notice 




If employee does not want to sign acknowledgement then use the following:




I, ______________________________   hereby affirm that I delivered this 

notice to the addressee on  ___________________   at  _______________
                                          Date                                   Time 



______________________________________
Signature of Person Delivering Notice                    
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