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DISCIPLINARY SUSPENSION NOTICE 
 
 
 Date Prepared   
 
To  
 
Address  
 

You are hereby suspended without pay from your position (CS _____________) 
 
as   __________________________    
               (classification)                (department)           (institution or agency) 
 
for a period of _______________ days, from  
 
to______________________________________________inclusive. 
 

 
The reason for your suspension is 
 
 
 
 

 
 
 
 
 
On recommendation of, and at the request of  
 
____________________________ Department. 
 
By  
 
Title  
 
 

Proof of service on employee 
 
State how this notice was delivered and when. 
 
  
 
  
 
  

Signature 
 
 

 
 
By  
 
 
Title  
 
 
Institution  
 
 
A condition of this Suspension is that the employee 
shall return to its department at its expiration.  
Failure to return on that date, except for approved 
cause, shall be deemed an unauthorized and 
unexcused absence, which is cause for discharge. 
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