Date
Name
Address

Dear Name,

Reference: Investigation Meeting Invitation 
I write further to our conversation on Date in which you were notified that you are now suspended form work. As you will recall, the reason given by the Company for your suspension was that certain allegations have been made against you;  
· That.... (examples of misconduct)  
· That as a result of your aforementioned conduct you have seriously damaged the Company’s trust and confidence in your ability to fulfil your contractual obligations going forward. 
In accordance with your contract of employment, it has therefore been alleged that you have breached your implied and expressed terms of conduct. 
An investigation needs to be carried out in line with Company procedures and therefore we will require you to attend an investigation meeting in order to discuss these allegations further.

Please could you attend an investigation meeting on Date at Time in Location. 
You are advised that this investigation meeting could lead to a formal disciplinary hearing being scheduled. As the allegations made against you are of serious and fundamental concern to the Company, I must inform you that if this matter proceeds to a disciplinary hearing and it is believed that the allegations above did take place without reasonable mitigation you could be subject to formal disciplinary action up to and including summary dismissal. 
As part of the Company's disciplinary procedure, you are entitled and encouraged to be accompanied at the above meeting by a work colleague of your choice or a recognised Trade Union representative.

During our discussion it was explained to you that throughout the period of your suspension from work you will continue to receive your normal pay. It was also emphasised that suspension in and of itself does not constitute a formal disciplinary sanction. 

If for any reason you, or your companion, are unable to attend this meeting I would ask that you telephone me on XXX at your earliest convenience in order that we can arrange an alternative appointment. 
Yours sincerely

