6.4.4
Notice of suspension

To: 
MACROBUTTON NoMacro ( [insert name]
1. 
You are hereby notified that you are, as of MACROBUTTON NoMacro ( [insert date], placed on suspension with full benefits/without full benefits.

2. 
During this period of suspension, note that you are not permitted to be on the premises of the company.

3. 
You will be expected to hand in all relevant keys.

4. 
You may not remove any documentation or property in your possession.

5. 
During this period, you are not permitted to contact the company or any of its employees without the prior permission of MACROBUTTON NoMacro ( [insert name]. 

6. 
Should you wish to contact the company during this period of suspension, kindly contact MACROBUTTON NoMacro ( [insert name] at telephone number MACROBUTTON NoMacro ( [insert telephone number].

Reasons for suspension

MACROBUTTON NoMacro ( [list reasons] 

_________________________________
_____________________ 

Signature of employer 
Date

_________________________________
_____________________ 

Signature of employer 
Date

Provide the employee with a copy of the Notice of suspension and place the signed copy in the employee's personnel file.







