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Office Symbol                                                                                                               Date
Memorandum for (name, title, etc)
Subject: Letter of Reprimand for (brief explanation of cause of action)
1.  This letter is a reprimand for your conduct on (time and location).  At that time, you (specify the details, who, what and effect).  This has had an adverse impact on the organization by (specify impact).
2.  A Repeat of this or similar conduct may result in more severe action being taken such as suspensions, reduction to a lower grade, or removal.
3.  This letter was coordinated with the Human Resource Office Labor Relations Specialist SFC Adam Adair, (603) 225-1330 and will remain in your Official Personnel File (OPF) for a period of (time period). 
4.  This letter may be grieved using the (State or negotiated grievance procedure).

(For letters of reprimand where TAG issued it as a reduction from a more severe penalty in an adverse action appeal, this paragraph should state that this letter is a result of an appeal proceeding and may not be grieved). 
5.  (Optional) Provide employee assistance information.
                                                                                         Signature block
I _________, have received this letter of proposed action this ___ day of ______. My signing below is not agreement with the content, only acknowledgement that I have received a copy of it.

___________________

(Technician Name)
Received this ___ day of ________, by the HRO office for placement in the employee file of _____________, for a period not to exceed __________.  

___________________
(HRO Official)
Sample Letter of Reprimand


 (Your Letter Head)
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