SAMPLE PROPOSED SUSPENSION

MEMORANDUM FOR


From:





Subject:


Proposed Suspension

This is to inform you that I propose to suspend you without pay from your position as a (insert job title), in the (insert office and Division), for (insert number of days) days for your misconduct.  Specifically, this action is proposed for your unauthorized absences from the job on (insert number) occasions totaling (insert number) hours.

Background
On (insert date), you were given a notification of leave restriction due to your excessive use of leave, much of it on an unplanned or emergency basis.  Prior to issuing this memorandum, I had spoken with you on several occasions concerning your excessive absences, the need for you to come to work on time and to plan your leave in advance and the hardship your absences cause in the workplace.  However, despite this counseling, you continued to request time off in excess of your accruals and to request unplanned emergency leave.  Therefore, I issued the notice of leave restriction on (insert date).

Specifics of the Charge - Absence Without Leave

Since you received the notice of leave restriction on (insert date), you have been absent without leave (AWOL) on (insert number) occasions totaling (insert number) hours as follows:

· Wednesday, July xx, 199x - 2 Hours.   You called me to say that you were not feeling well and would be a couple of hours late.  I reminded you that a doctor’s certificate was needed for all periods of sick leave used as indicated by the notice of leave restriction. You failed to provide medical documentation as required by the notice of leave restriction and were therefore charged 2 hours AWOL.

· Monday, August xx, 199x - 8 Hours.  You called in sick, but produced no doctor’s certificate as required by the notice of leave restriction.   During our conversation on the telephone, I reminded you to bring a doctors certificate when you returned to work.

· Friday, August xx, 199x - 1 Hour.  You called me to say that you were not feeling well and would be unable to report for duty on time.   I reminded you that a doctor’s certificate was needed for all periods of sick leave used as indicated by the notice of leave restriction. You failed to provide medical documentation as required by the notice of leave restriction and were therefore charged 1 hour AWOL.

· Wednesday, August xx, 199x - 4 Hours.  You called me to say that you were not feeling well and would be unable to report for duty on time.   I reminded you that a doctor’s certificate was needed for all periods of sick leave used as indicated by the notice of leave restriction. You failed to provide medical documentation as required by the notice of leave restriction and were therefore charged 4 hours AWOL.

· Monday, October xx, 199x - 8 Hours.  You called in sick, but produced no doctor’s certificate as required by the notice of leave restriction.   During our conversation on the telephone, I reminded you to bring a doctors certificate when you returned to work.

· Tuesday, October xx, 199x - 2 Hours. You came and said that you were not feeling well and you requested sick leave for the remainder of the day.  I said to you that I could allow you to leave, however I would need a doctor’s certificate for your absence.  You failed to provide medical documentation regarding your incapacitation for duty and were therefore charged 2 hours AWOL.

· Monday, October xx, 199x - 4 Hours.  You called me to say that you were not feeling well and would be unable to report for duty on time.   I reminded you that a doctor’s certificate was needed for all periods of sick leave used as indicated by the notice of leave restriction. You failed to provide medical documentation as required by the notice of leave restriction and were therefore charged 4 hours AWOL.

· Wednesday, October xx, 199x - 4 Hours.  You called me to say that you were not feeling well and would be unable to report for duty on time.   I reminded you that a doctor’s certificate was needed for all periods of sick leave used as indicated by the notice of leave restriction. You failed to provide medical documentation as required by the notice of leave restriction and were therefore charged 4 hours AWOL.

· Tuesday, November xx, 1996x- 1 Hour.  You were late reporting to work. I asked you why you were late and you said the traffic was heavy and caused your tardiness.  I reminded you the leave restriction letter stated that being late for work because of traffic would not be an acceptable reason for being late and therefore charged you 1 hour AWOL.

· Thursday, November xx, 199x - 8 Hours.  You called in sick, but produced no doctor’s certificate as required by the notice of leave restriction.   During our conversation on the telephone, I reminded you to bring a doctors certificate when you returned to work.

· Friday, November xx, 199x - 1 Hour.  You called me to say that you were not feeling well and would be unable to report for duty on time.   I reminded you that a doctor’s certificate was needed for all periods of sick leave used as indicated by the notice of leave restriction. You  failed to provide medical documentation as required by the notice of leave restriction and were therefore charged 1 hour AWOL.

· Monday, November xx, 199x - 1 Hour.    You were late reporting to work. I asked you why you were late and you said the traffic was heavy and caused your tardiness.  I reminded you the leave restriction letter stated that being late for work because of traffic would not be an acceptable reason for being late and charged you with 1 hour AWOL.

· Thursday, November xx, 199x - 1 Hour.  You called in to say that you would be about an hour late for work.  Upon your arrival, I asked you why you were late.  You replied that you were just running late.  Since this was not deemed to be an emergency, you were charged 1 hour AWOL.

· Wednesday, November xx, 199x - 1 Hour.  You called in to say that you would be about an hour late for work.  Upon your arrival, I asked you why you were late.  You replied that you were just running late.  Since this was not deemed to be an emergency, you were charged 1 hour AWOL.

· Friday, November xx, 199x - 1 Hour.  You called in to say that you would be about an hour late for work.  Upon your arrival, I asked you why you were late.  You replied that you were just running late.  Since this was not deemed to be an emergency, you were charged 1 hour AWOL.

· Tuesday, December xx, 199x - 1 Hour.  You arrived at work late and when asked why you were late, responded that you were just running late.  Since this was not deemed to be an emergency, you were charged 1 hour AWOL.

· Tuesday, December xx, 199x - 2 Hours.  You called me to say that you were not feeling well and would be unable to report for duty on time.   I reminded you that a doctor’s certificate was needed for all periods of sick leave used as indicated by the notice of leave restriction. You failed to provide medical documentation as required by the notice of leave restriction and therefore were charged 2 hours AWOL.

· Wednesday, December xx, 199x - 4 Hours.  You called me to say that you were not feeling well and would be unable to report for duty on time.   I reminded you that a doctor’s certificate was needed for all periods of sick leave used as indicated by the notice of leave restriction. You failed to provide medical documentation as required by the notice of leave restriction and therefore were charged 4 hours AWOL.

· Wednesday, December xx, 199x - 8 Hours.  You called in sick, but produced no doctor’s certificate as required by the notice of leave restriction.   During our conversation on the telephone, I reminded you to bring a doctors certificate when you returned to work.

· Thursday, December xx, 199x - 8 Hours.  You called in sick, but produced no doctor’s certificate as required by the notice of leave restriction.   During our conversation on the telephone, I reminded you to bring a doctors certificate when you returned to work.

· Friday, December xx, 199x - 2 Hours.  You came and said that you were not feeling well and you requested sick leave for the remainder of the day.  I said to you that I could allow you to leave, however I would need a doctor’s certificate for your absence.  You failed to provide medical documentation regarding your incapacitation for duty and therefore were charged 2 hours AWOL.

· Friday, December xx, 199x - 1 Hour.  While I was on leave you asked (name) if you could leave a half hour early. She said that you could but you would have to make the time up on the January 03 1997.   However, you stayed only five (5) minutes.  She gave you three (3) opportunities to make up the time but you did not. Therefore you were charged 1 hour AWOL.
· Monday, December xx, 199x - 1 Hour.  You arrived at work late and when asked why you were late, responded that you were just running late.  Since this was not deemed to be an emergency, you were charged 1 hour AWOL.

· Tuesday, December xx, 199x - 1 Hour.  You arrived at work late and when asked why you were late, responded that you were just running late.  Since this was not deemed to be an emergency, you were charged 1 hour AWOL.

· Tuesday, January xx, 199x - 3 Hours.  You called me to say that you were not feeling well and would be unable to report for duty on time.   I reminded you that a doctor’s certificate was needed for all periods of sick leave used as indicated by the notice of leave restriction. You failed to provide medical documentation as required by the notice of leave restriction and therefore were  charged 3 hours AWOL. 

· Wednesday, January xx, 199x - 1 Hour.  You called in to say that you would be about an hour late for work.  Upon your arrival, I asked you why you were late.  You replied that you were just running late.  Since this was not deemed to be an emergency, you were charged 1 hour AWOL.

· Monday, January xx, 199x - 8 Hours.  You called in sick, but produced no doctor’s certificate as required by the notice of leave restriction.   During our conversation on the telephone, I reminded you to bring a doctors certificate when you returned to work.

· Tuesday, January xx, 199x - 8 Hours.  You called in sick, but produced no doctor’s certificate as required by the notice of leave restriction.   During our conversation on the telephone, I reminded you to bring a doctors certificate when you returned to work.

· Thursday, January xx, 199x - 1 Hour.  You called in to say that you would be about an hour late for work.  Upon your arrival, I asked you why you were late.  You replied that you were just running late.  Since this was not deemed to be an emergency, you were charged 1 hour AWOL.

Your repeated absences from work without approved leave has disrupted the mission of the group by preventing me from being able to rely on you for a regular tour of duty.  This has placed an undue burden on your colleagues since I must reassign your work to them during your absences. You are aware of the requirements for requesting and obtaining approval of leave, yet you continue to fail to comply with these requirements. Efforts to correct this problem by counseling and placing you on leave restriction have been unsuccessful.   Therefore, I am proposing your suspension for (insert number) days to impress upon you the seriousness of your misconduct and the need for you to improve immediately.  This action is taken to promote the efficiency of the service.  Further incidents of misconduct may lead to a proposal to remove you from the Federal service.

Your Rights

You may review the material relied on to substantiate the charges in this notice by contacting xxx Office of the Human Resources Management Division, on extension xxxx. 

 If you wish, you may reply to this notice orally or in writing or both to (insert name and address of deciding official).  If you choose to give an oral response, you should call (insert name) on extension xxxx, within seven (7) days of your receipt of this memorandum to arrange a mutually agreeable time to speak with (deciding official).  You may also submit affidavits and other documentary evidence in support of your response. 

You will be allowed a reasonable amount of official time to review the material relied upon to support this proposed action; to prepare and present any written and/or oral replies; and to secure affidavits and other evidence.  Arrangements for use of official time must be made with me. 

You are entitled to be represented by an attorney or other representative of your choice. 

You will be allowed ten (10) calendar days from the date you receive this notice to submit any answer you may wish to make.  Consideration will be given to extending this period if you submit a written request within the 10-day response time to (deciding official) stating your reasons for needing an extension.  Full consideration will be given to any answer you submit.

You will be expected to report for duty as usual during the period this notice is pending.  As soon as possible after (deciding official) receives and considers your response, or after expiration of the ten (10) day limit, if you have not responded, you will receive a written decision on this matter.  

In the meantime, I will again remind you that you continue to be on leave restriction and are expected to follow the procedures set forth in my memorandum to you dated June 27, 199x, when requesting and seeking approval of leave.

.

