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[Company Name]
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[Date]
[Recipient Name]
[Title]

Dear [Recipient Name]:
[bookmark: _GoBack]This letter has been issued as an official document of your suspension owing to your insubordination at work. It has been reported that you went on leave for three days last week without providing an official leave application.
Your earlier verbal request for the leave had been denied by your manager. However, you still did not hesitate to go ahead with your leave plans. By doing so, you have displayed a complete disregard for your superior.
Such behavior is not tolerated at our office. All our employees are expected to carry out the orders of the managers of their respective departments.  However, you have breached this highly important work code. You are henceforth being suspended for a period of ten working days without pay. This suspension will take effect from tomorrow. You are ordered to hand in your employee ID card. It will be returned to you when you resume work after your suspension.
During this period of suspension, you are not supposed to visit the office or perform any work-related duties. In addition, you will not be able to have access to your official email. You are, however, supposed to report back to work as soon as your suspension period is over.
Taking any more days off from work without permission can cause serious consequences. You may even put your job in jeopardy through further disobedience. Keep in mind that any kind of insubordination in future can lead to your termination. Therefore, we expect to see a considerable improvement in your attitude towards your manager upon returning to work after this suspension period.
 Sincerely, 
[Your Name]
[Title]
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Dear 


[Recipient Name]


:


 


This letter has been issued as an official document of your suspension owing to your 


insubordination at work. It has been reported that you went on leave for three days last week 


without providing an official leave application.


 


Your earlier verbal request for the leave had been denied by your manager. However, you still 


did not hesitate to go ahead with your leave plans. By doing so, you have displayed a complete 


disregard for your


 


superior.


 


Such behavior is not tolerated at our office. All our employees are expected to carry out the 


orders of the managers of their respective departments.


 


 


However, you have breached this 


highly important work code. You are henceforth being suspended


 


for a period of ten working 


days without pay. This suspension will take effect from tomorrow. You are ordered to hand in 


your employee ID card. It will be returned to you when you resume work after your suspension.


 


During this period of suspension, you ar


e not supposed to visit the office or perform any work


-


related duties. In addition, you will not be able to have access to your official email. You are, 


however, supposed to report back to work as soon as your suspension period is over.


 


Taking any more day


s off from work without permission can cause serious consequences. You 


may even put your job in jeopardy through further disobedience. Keep in mind that any kind of 


insubordination in future can lead to your termination. Therefore, we expect to see a 


consi


derable improvement in your attitude towards your manager upon returning to work after 


this suspension period.


 


 


Sincerely,


 


 


[Your Name]


 


[Title]
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