Sample Written Notice of Intent

Date 

Name 
Title 

RE: Written Notice of Intent to _______________ 

In accordance with Article __________ of the Agreement between the University of California and __________, this is to inform you that effective __________, I intend to state the intended corrective action, e.g., temporary or indefinite within-range salary decrease, demotion, suspension without pay for more than five working days, or dismissal. 

This action is being taken as a result of state the reason(s) for the intended action. I have discussed my concerns and expectations with you on date(s). On date you received a Written Warning. Since the Written Warning, there has been no marked improvement, specifically, provide example(s)/incident(s), including date(s), of the unsatisfactory performance and/or attendance and/or behavior that has occurred. 

You have the right to respond to me orally or in writing on or before __________ with reasons why this action should not be taken. 



Supervisor 

cc: Department Head

      Human Resources 

      Union Representative (if applicable)

Attachments: Written Warning dated_______________ 
Prior Confirming and/or Counseling Memos dated_______________ 
Proof of Service dated_______________ 

Sample Written Notice of Final Decision

Date 

Name
Title 

RE: Written Notice of Corrective Salary Decrease, Demotion, Suspension without Pay, or Dismissal 

After careful review of the information you provided me on date, in your response to the Notice of Intent to_______________dated_______________, I find no basis to rescind the intended action. Therefore, effective date(s), state the action to be taken. 

You have the right to request a review of this action under Article __________. 



Supervisor 

cc: Department Head

      Human Resources 

      Union Representative (if applicable)

       

Attachment: Proof of Service dated_______________ 

 

 

