· RE: Sample Memo for Negligence of duty, Misconduct
·  (03/16/15)
· Sample Memo for Negligence of duty, leaving the responsibilitties without any permission with the manager.
· RE: Sample Memo for Negligence of duty, misconduct  (03/14/14)
· Sample Memo for Negligence of duty, misconduct


It is reported against you that on 5th of March 2014 at 11 am you were found to be smoking in the office premises. As per the company norms, we follow No smoking policy which is not adhered by you intentionally. No employee or visitor is allowed to smoke in any work area whether it is private cabins, conference rooms or the toilets. 

You are working with the company from last 5 years and it has been two years when the company enforced No Smoking policy in the office premises. Being in the company from such a long time, you are well acquainted with the company’s rules and policies. There is no reason that can justify your act. Moreover it is not the first time that you are caught violating the No Smoking Policy. It is third time in six months that the management has received a complaint against you. You are setting a bad example for the junior staff and the new employees. It is affecting the work culture negatively. A bad example can spoil the entire staff. 

Seeing the severity of the matter, the management has decided to suspend you for a time period of 15 days. You are further advised in your own interest to be cautious and not to repeat such an act in future.

Do sign a copy of this letter in acknowledgement of receipt of this letter.
