	   FORM RL-545

   08-01-87

WEST VIRGINIA DIVISION OF HIGHWAYS

NOTICE TO EMPLOYEE OF IMMEDIATE ORAL SUSPENSION

FOLLOWED BY WRITTEN NOTICE AND AN OPPORTUNITY TO RESPOND



	On
	     
	you were immediately suspended orally for
	   
	

	

    (Date)


working day(s) for the following offense:  (Specify details explaining:  WHAT, WHEN, 


WHERE AND HOW)


     
	

	
Your suspension begins
	     
	and ends
	     
	.

	
You should return to work on
	
	     
	.
	
	
	

	

Further violations of this or of a similar nature may result in further disciplinary action being taken up to and including dismissal.



You are hereby given written notice of this offense and will be afforded an
	

	
opportunity to respond to the
	     
	   either in writing

	
District Engineer/Division Director


or in person.  If you desire to meet in person, you should schedule an appointment. Written comments shall be made no later than five days after receipt of this notice.



Pending the outcome of an investigation into the circumstances surrounding offense if further disciplinary action is warranted, you will be notified.
	

	
	
	
	
	
	
	District Engineer/Division Director
	
	


