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Dear _______________
I am writing to confirm that you are being suspended with pay from (DATE).   
This action is being taken to enable us to complete an investigation into the allegation that __________________________ (Reason for suspension), as per company procedures/company disciplinary policy.  
You will soon receive a letter requesting your attendance at a disciplinary hearing to discuss the above allegation.
If you have any questions in the meantime, please contact ______________
Sincerely, 
Name

Job Title


