[ Print on official departmental letterhead ]
M E M O R A N D U M
To:


From:


Re:
Administrative Notification

Date:

The purpose of this memorandum is to inform you of my intent to issue a Group [I, II, III] Written Notice for an offense under JMU Policy 1317, Standards of Conduct and Performance for Classified Employees.  This notice is being issued for [e.g., inadequate or unsatisfactory work performance].  The offense(s) are detailed below:
· [Date] – [description – be specific]

· [Date] – [description – be specific]

· [Date] – [description – be specific]

Before finalizing this decision, I will consider any information you would like to share with me, including reasons why you believe this action should not be taken.  Please meet with me on [Weekday, Month Day, at Time] for this purpose.  [Possible language to be used for allowing them time off.  Scenario I:  Until that meeting, you may have/take pre-disciplinary leave in order to consider your options.  It will not affect your personal leave time.  Scenario II:  Until that meeting, you are being placed on pre-disciplinary leave in order to consider your options.  It will not affect your personal leave time.]
If you choose not to meet with me, I will proceed with appropriate action according to the Standards of Conduct, as described in JMU Policy 1317.  This policy can be accessed via the HR website at http://www.jmu.edu/JMUpolicy/1317.shtml.

