Date:
To
[The Recipient Name]
[Department]
This letter has been written to inform you of my decision of suspending you from your current position {Enter Designation} for twelve working yet unpaid days. This decision has been made unanimously by the disciplinary committee of the company {Enter Company Name}. The reason behind this decision is not unknown to you as we are sure of it.
There have been complaints about you regarding some co-workers who feel uncomfortable in your presence. You have been warned many times directly or indirectly to redeem your behavior, but it did not happen till the date. We showed you mercy keeping in view all these years of your hard work and dedication and did not fire you even though we had reasons for that. Instead, we gave you a final warning in the form of this suspension letter, which, if not taken seriously, will surely result in some irreversible action.
You might as well be called in person to show up in front of the disciplinary committee for a thorough explanation.
Sincerely,
[Your Name]
[Designation]
[Department]
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