
University of Illinois at Urbana-Champaign

Facilities & Services

Date:

December 4, 2009
To: 

[ Name ]
[ Classification / Title ]
From: 

[ Supervisor ]
[ Title ]
Re:

NOTICE OF PRE-DISCIPLINARY HEARING

A meeting has been scheduled for [ Day ], [ Date ] at [Time am/pm ] in [ room number and building ] located at [ address ], Champaign, IL.  This is a pre-disciplinary hearing regarding your [ work performance ] on [ Date ].  [ Identify charges with brief description of incident ].
Your attendance is required.  You have the right to bring a representative of your choice to this meeting, but you must make those arrangements yourself.  The results of this meeting could include some level of disciplinary action, including disciplinary suspension.
Cc: 
ER/HR Specialist
[ Supervisor ]
SHR Labor Specialist
F&S ER/HR File
[ Union Rep, if applicable ]
