
INTEROFFICE MEMORANDUM
            TO:  
*.* (Employee)
      FROM:  
*.* (Appointing Authority)

SUBJECT:
Notice of Disciplinary Action

       DATE:  
*.* (Date)
Following a pre-disciplinary conference which was held on *.* (Date), we have evaluated all available information in determining that disciplinary action is appropriate in this case.  This is to notify you that *.* (state disciplinary action and effective date) We believe this action to be necessary inasmuch as your actions impaired the efficiency of this department. *.* (Add other reasoning as appropriate.)
On *.* (Date), we initiated an investigation into an event involving you which occurred on *.* (Date).   Our investigation has provided information to support the following:


*.*(Describe incident in detail)
This is a violation of our departmental policies which state the following:


*.* (Quote departmental policies violated.)
Your actions will result in disciplinary action for the reason(s) identified below from Louisiana Revised Statute *.* (33:2500 or 33:2560):


*.* (Quote appropriate items from this statute).

You may appeal this action to the civil service board by filing a written appeal within fifteen days from today(s date.  We are forwarding a copy of the personnel action form to the civil service board, and you will be provided a copy after they have approved the form at their next meeting.  This memorandum shall serve as your official notice of the disciplinary action, however.

