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:
	Pre-Determination Hearing





A Pre-Determination Hearing is scheduled for [Insert Date], at [Insert Time], in the office of [Insert Location] concerning possible violations of the following:  

[Insert relevant Personnel Rules & Regulations, SOP’s etc.]


These possible violations relate to the following incident(s):


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


For the above violations, the following discipline is being considered:


[Insert Discipline]


Your appearance at this hearing is not mandatory.  Should you decide to attend, you may bring with you a representative of your choice.



 
c:   Human Resources Director
      Union President
      Employee Supervisor	
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