[Company Logo]   [Company Name]
MINUTES OF DISCIPLINARY HEARING / ENQUIRY PROCEEDINGS
	Case Ref. No.:
	[Reference Number]

	Sitting No.:
	[Number]

	Date and Time:
	[DD/MM/YYYY], [Start Time] to [End Time]

	Venue:
	[Venue]



1. Persons Present
	Role
	Name
	Designation
	Present / Absent

	Enquiry Officer / Chairperson
	[Name]
	[Designation]
	[Present / Absent]

	Presenting Officer
	[Name]
	[Designation]
	[Present / Absent]

	Charge-sheeted employee
	[Employee Name]
	[Designation]
	[Present / Absent]

	Defence representative
	[Name]
	[Designation]
	[Present / Absent]

	Note-taker
	[Name]
	[Designation]
	[Present / Absent]



2. Preliminary
The Enquiry Officer explained the purpose of the sitting and the charges in charge sheet Ref. [Charge Sheet Number] to the employee in [Language]. The employee confirmed that he/she [understood the charges / requested clarification on ___]. The employee [pleaded not guilty to all charges / admitted Charge ___ and denied Charge ___].
3. Proceedings
	Q. No.
	Asked by
	Question
	Answered by
	Answer

	1
	[Name]
	[Question]
	[Name]
	[Answer]

	2
	[Name]
	[Question]
	[Name]
	[Answer]

	3
	[Name]
	[Question]
	[Name]
	[Answer]

	4
	[Name]
	[Question]
	[Name]
	[Answer]



4. Exhibits Produced
	Management exhibits marked (e.g. ME-1 to ME-3)
	 

	Defence exhibits marked (e.g. DE-1)
	 



5. Objections and Rulings
	Objection raised by
	 

	Nature of objection
	 

	Ruling of Enquiry Officer with reason
	 



6. Adjournment / Next Sitting
	Adjourned at the request of / reason
	 

	Next sitting date, time and venue
	 

	Witnesses to be produced at next sitting
	 



The above proceedings were read over and explained to all present in [Language], who agreed that they are correctly recorded and signed below. A copy was handed to the employee.

	______________________________
Enquiry Officer
[Name]
	______________________________
Presenting Officer
[Name]
	______________________________
Employee
[Employee Name]
	______________________________
Defence Representative
[Name]
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