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Office Symbol                                                                                                               Date
Memorandum for (name, title, etc)
Subject: Proposed Action Letter for (brief explanation of cause of action)
1.  This is notification that I propose to (suspend and/or change to lower grade or remove) you from your position as (title and grade of technician position). The cause for this action is (a complete explanation of the cause {or offense} including the who, what, when and where. {Include all separate charges such as AWOL and misuse of a government vehicle, but not offenses of different severity for the same action such as AWOL, failure to follow leave procedures and unexcused tardiness} You may need to use sub paragraphs (i.e. (a.), (b.)) to clearly detail the complete explanation of the cause relaying how the employee’s action negatively affected the agency’s operations, resulted in a loss of trust and/or negatively impacted the agency’s efficiency of the service).
2.  I propose to (suspend you for __ number of days, reduce you to ____grade, step_____, or remove you from your technician employment). {In removal cases add} This letter constitutes your 30 day notice of removal.
3.  The witnesses known to me are (names and positions). You are entitled to interview them, and any other employees or military members who may have relevant information, if they are willing to be interviewed. You may arrange interviews on your own or with my assistance. I have enclosed all documents that I have relied upon for your use. Or: You may review and copy the documents I have relied upon by making arrangements with (name and location). {NOTE: the period for the technician to reply does not start until the supporting documents are made available to the technician}.
4.  You have the right to reply to this proposed action letter orally, in writing, or by both methods to (Name, address and contact information) who will receive your reply(s) and will issue the original decision letter after the period for reply has ended. You will be granted (amount of time, hours or days, 4 hours minimum) of excused absence to prepare your reply. Arrange for the use of this time with your immediate supervisor.

5.  The Human Resource Office (HRO) has been consulted on the issuance of this letter and SFC Adam Adair, HRO Labor Relations Specialist, (603) 225-1330, is available to answer your procedural questions. This HRO member is not your representative.
6.  You have 15 days from the time the supporting documents are made available to you to reply. After the period for your reply has ended, (name, address and contact information of deciding official) will issue the original decision letter. If you require more time to reply you must request an extension from the original decision maker in writing, providing the reasons for the extension and the period of time the extension is requested for. This request must be received by the original decision maker before the end of the reply period. The original decision maker may grant all, a portion, or none of this extension request.
7.  (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)
Sample Proposed Action Letter
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