
 

Ref.:   Date:  

 

Subject: Show cause notice

Dear   ,

It has been brought to our notice that, on   :

 
 
 

Such conduct, if established, amounts to misconduct.

You are therefore asked to show cause, in writing, why disciplinary action should not be taken against you. Your
written explanation should reach the undersigned by   .

If you wish, you may also ask to be heard in person, and may bring a co-worker of your choice.

If no reply is received by that date, it will be taken that you have no explanation to offer, and the matter will be
proceeded with under the applicable standing orders and rules.

Yours sincerely,
For  

 

Received.

Signature Name Date


