CITY OF CORAL GABLES 
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MEMORANDUM 

	
TO:


 
	
[Employee Name]
[Employee Position]
[Department]
	
DATE:  [Insert Date]

	FROM:  
	[Department Director Name]	
[Director Title]
[Department]

	RE:    Recommendation for Termination



On [Insert Date], a Pre-Determination Hearing was held.  In attendance was [Insert the names of the attendees].  At the hearing, the following incident(s) was/were discussed:  

[Describe the incident or violation in detail; be fact specific and where appropriate identify names, dates, and times.]

For the above incident(s) you are in violation of the City of Coral Gables Personnel Rules & Regulations, specifically:

Rule XX – [insert text of rule]

Rule XX – [insert text of rule]


[If applicable insert/list previous similar disciplines here.]

After consideration of the facts presented at the pre-determination hearing and the severity of the incident(s), I am recommending your termination from employment with the City of Coral Gables. A copy of this memorandum is being provided to the City Manager for final disposition of the recommendation.

Received:_________________________________________________

c:   City Manager/designee
      Human Resources Director
      Union President
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