[Company Logo]   [Company Name]
CHARGE SHEET
	Charge Sheet No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Charge Sheet under Clause [Clause Number] of the Standing Orders
The management proposes to hold an enquiry against you under the Standing Orders of [Company Name]. The substance of the imputations of misconduct in respect of which the enquiry is proposed is set out in the enclosed articles of charge (Annexure I). A statement of the imputations in support of each article is enclosed (Annexure II). The documents (Annexure III) and witnesses (Annexure IV) by which the articles of charge are proposed to be sustained are also enclosed.
You are directed to submit within [Number] days of receipt of this charge sheet a written statement of your defence, and to state whether you wish to be heard in person. You may inspect the documents listed in Annexure III at the HR office during working hours.
If you admit the charges, the disciplinary authority may decide the matter on that basis. If you deny any charge or do not reply, an enquiry will be held into the charges not admitted.
Annexure I – Articles of Charge
1. Article I: That you, while working as [Designation] at [Work Location], on [DD/MM/YYYY], [specific act], which constitutes misconduct under Clause [Clause Number] of the Standing Orders.
1. Article II: That you, on [DD/MM/YYYY], [specific act], which constitutes misconduct under Clause [Clause Number] of the Standing Orders.
Annexure II – Statement of Imputations
In support of Article I: [Detailed facts – sequence of events, time, place, persons present, records showing the act].
In support of Article II: [Detailed facts].
Annexure III – List of Documents
	No.
	Document
	Date

	D-1
	[Complaint / report]
	[DD/MM/YYYY]

	D-2
	[Register / log / CCTV record]
	[DD/MM/YYYY]

	D-3
	[Preliminary investigation report]
	[DD/MM/YYYY]



Annexure IV – List of Witnesses
	No.
	Name
	Designation

	W-1
	[Witness Name]
	[Designation]

	W-2
	[Witness Name]
	[Designation]

	W-3
	[Witness Name]
	[Designation]




	______________________________
For [Company Name]
[Authorised Signatory]
Disciplinary Authority
	______________________________
Received by
[Employee Name]
Date: [Date]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
