PURPOSE OF THIS LETTER    [REMOVE PRIOR TO SENDING]
Once an employee has contacted the Reviewer (during the appeal period of a notice of intent letter), the intended action is put on hold, pending a decision by the Reviewer. 

A letter is promptly sent to the employee, by the department,  informing the employee of the above, and also providing an extension of the proposed action (date).

If you have questions, please consult your HR Representative or Employee Relations.

PUT ON LETTERHEAD

TEMPLATE FOR LETTER OF INTENDED ACTION ON HOLD 
[Date]
[Employee name, job title]   

[Address]


RE:  Notice of Intent to [    ] dated [    ] 
Dear [Employee name],

Because you have contacted Reviewr [name], within your appeal period, the Notice of Intent to [   ] dated [    ] has been put on hold pending a decision by Reviewer [name].

In addition, the date of the intended action has been extended to [date].  

If you have further questions, please contact Reviewer [name] at [contact info].
Sincerely,

Supervisor
Title

Attachments:  Proof of service
NOI dated [date]

CC:  Personnel File

Reviewer [name]

Union Representative [name]- if applicable

Employee Representative [name] – if applicable
