[Company Logo]   [Company Name]
NOTICE OF DISCIPLINARY HEARING
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Invitation to Disciplinary Hearing
Dear [Employee Name],
You are invited to attend a disciplinary hearing to [respond to the allegations set out in our letter Ref. ___ dated DD/MM/YYYY / present your comments on the findings of the Enquiry Officer in the enclosed report dated DD/MM/YYYY].
The matters to be considered at the hearing are:
1. [Allegation or finding 1]
1. [Allegation or finding 2]
	Particulars
	Details

	Date and time
	[DD/MM/YYYY], [Time]

	Venue / video link
	[Venue / Link]

	Chairperson
	[Name], [Designation]

	Panel member
	[Name], [Designation]

	HR representative and note-taker
	[HR Name]



At the hearing you may present your explanation, produce documents and, with prior notice, bring witnesses. You may be accompanied by a co-worker of your choice as permitted by the company's [Disciplinary Policy / Standing Orders]. Copies of the documents to be relied upon are enclosed.
If you cannot attend at the scheduled time for a genuine reason, please inform [HR Name] in writing by [DD/MM/YYYY], and an alternative date within [Number] days will be offered. If you do not attend without reasonable cause, the panel may consider the matter based on the records and any written submission you send.
No decision has been taken. A decision will be made only after considering what you present at the hearing, and will be communicated to you in writing.
Enclosures: [List]

	______________________________
For [Company Name]
[HR Name]
[Designation]
	______________________________
Received by
[Employee Name]
Date: [Date]
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