
Friendly, informal reminder about upcoming hearing

Subject: Reminder: Disciplinary Meeting

Hello [Employee Name],

Just a quick reminder that your disciplinary hearing regarding [issue] is scheduled for [Date] at

[Time] in [Location]. Please make sure to be on time.

You can bring a colleague if you like. Let us know if you need any assistance or accommodations.

Cheers,

[HR Representative]

Get more templates here: https://www.lettersandtemplates.com/letters/disciplinary-hearing-letter


