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Letter of Suspension
Owner/ Department: ZAF – Human Resources


[Day] [Month] [Year]
[Name] [Surname]

Dear [Name],
Following the discussion held with you on [Day], the [Date], regarding your alleged irregular conduct, I hereby confirm your suspension with immediate effect pending finality of the investigation into the allegations against you.

You will be notified in due time of the outcome of the investigation, and should it be necessary, be asked to attend a disciplinary enquiry. Should this be the case, you will be provided with a charge sheet containing the allegations against you, as well as the date and time of the enquiry.
Please note that you will be suspended with full pay.  
Please take note that you are to have no contact with any employee of Namibia Logistics (Pty) Ltd during the course of the investigation apart from your manager and the HR Department.

Please note that during your suspension period, you are still in the Company’s employ, and should the company need to contact or communicate with you, that you will be available.

Should you fail to comply with the above terms and conditions of your suspension, it will constitute as a breach and the suspension will be without pay and further disciplinary action may be taken against you.

Kindly furnish us with a contact address and telephone number in order that we may communicate with you, when the need arises.
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__________________________
[Manager’s Name] [Manager’s Surname]
Manager
_________________________________________________________________________________________

Please sign this letter, to confirm that you have received and understood the contents hereof.
_________________________

[Name] [Surname]

Tel:



Alternate Tel No:


Address:
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