Suspension Letter Due to Quality Control Issues
[Your Name]
HR Officer
[Your Email]
[Date]
[Employee Name]
Quality Control Inspector
[Date]
Dear [Employee Name],
This letter is to formally inform you that your suspension from your role as Quality Control Inspector takes effect immediately, in line with company guidelines.
This suspension follows your failure to properly apply quality control measures, which resulted in substandard products reaching consumers. In particular, your recent inspections haven't caught or addressed serious defects in our products, which puts consumer safety and satisfaction at risk.
During your suspension, you're expected to:
1. Complete additional training in quality control measures to make sure you're fully familiar with what our company requires.
1. Meet with management to go over what steps are needed to improve your performance and prevent this from happening again.
1. Help assess and correct any faulty products already sent to consumers.
This suspension will continue until we're satisfied that you've met the quality control standards we specify.
Sincerely,
HR
