[Company Logo]   [Company Name]
STATEMENT OF DEFENCE
	Date:
	[Date]

	In reply to:
	Charge Sheet Ref. [Charge Sheet Number] dated [DD/MM/YYYY], received on [DD/MM/YYYY]



To,
The Disciplinary Authority / Enquiry Officer
[Company Name]
[Company Address]
Subject: Written Statement of Defence
Respected Sir/Madam,
I, [Employee Name], [Designation], Employee ID [Employee ID], submit my statement of defence to the above charge sheet as under:
Reply to the charges
1. Article I: I [deny / admit / partly admit] this charge. [State the facts in your knowledge, why the charge is incorrect or incomplete, and the documents or witnesses supporting this].
1. Article II: I [deny / admit / partly admit] this charge. [Facts and reasons].
Defence documents
	No.
	Document
	Relevance

	DD-1
	[Document]
	[Which charge and how]

	DD-2
	[Document]
	[Which charge and how]

	DD-3
	[Document]
	[Which charge and how]



Defence witnesses
	No.
	Name
	Designation
	Point to be proved

	DW-1
	[Name]
	[Designation]
	[Point]

	DW-2
	[Name]
	[Designation]
	[Point]



Requests
1. Copies of documents [D-numbers] listed in the charge sheet
1. Permission for [Co-worker Name], [Designation], to act as my defence representative
1. That the enquiry be conducted in [Language]
In view of the above, I request that the charges be dropped or, if an enquiry is held, that I be given full opportunity to defend myself. I assure my cooperation with the proceedings.
Yours faithfully,

	______________________________
[Employee Name]
Employee ID: [Employee ID]
Signature: ____________
	______________________________
Received by
[HR Name]
Date: [Date]
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