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Sample Pre-Disciplinary Meeting Letter
Date

Dear (Employee):

A pre-disciplinary/investigatory meeting will be held on (date/ time/ location) to give you an opportunity to explain why you should not be disciplined for violation of work rule(s)

(Cite specific work rule(s)).
(Provide enough detail about the reasons for this meeting so the employee can come prepared to discuss the issues, provide his/her version of the event(s) and/or provide additional information.)

Since this meeting may result in discipline up to and including discharge, you may choose to have a representative present with you at the meeting. If you choose to have a representative present, it is your responsibility to contact that individual. A representative may be a co-worker, a labor representative or a non-UW Madison employee (such as a friend, family member, or other non-UW Employee).  If you plan to bring a representative to this meeting, please let me know at least 24 hours beforehand. 
Sincerely,

Note: If the employee is bringing an attorney, contact the Legal Office to see if they choose to be present.

