[Company Logo]   [Company Name]
SUSPENSION NOTICE
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Effective from:
	[DD/MM/YYYY], [Time]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Suspension from Duty
Dear [Employee Name],
This is to inform you that you are placed under suspension with effect from [DD/MM/YYYY], [Time], [pending enquiry into the allegations communicated to you vide Ref. ___ dated DD/MM/YYYY / as a penalty for a period of ___ days, as decided vide order Ref. ___ dated DD/MM/YYYY], under Clause [Clause Number] of the company's Standing Orders.
During the period of suspension:
1. You shall not enter the company premises except with prior written permission of HR or when called for an enquiry or meeting.
1. You shall not contact any complainant or witness about the matter or attempt to influence them.
1. You shall remain available on your registered phone number [Phone] and email during working hours, and inform HR before leaving [City].
1. You shall not take up any other employment.
1. Payment during the suspension period will be made as per the Standing Orders and applicable law.
Please hand over the following to [HR Name] today against acknowledgement:
  Company ID card and access card
  Laptop, mobile phone and chargers: [Asset Tag Numbers]
  Keys: [Details]
  Cash, documents or stock in your custody: [Details]
Your system and email access will be temporarily disabled. Any communication regarding your suspension should be addressed to [HR Name] at [HR Email]. This notice does not mean that any finding has been reached about the allegations.

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Received by
[Employee Name]
Date and Time: [Date]
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