[Company Logo]   [Company Name]
MEMO – CALL FOR EXPLANATION
	Memo No.:
	[Reference Number]

	Date:
	[Date]

	Reply due by:
	[DD/MM/YYYY], [Time]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
From:
[HR Name / Reporting Manager]
[Designation]
Subject: Request for Explanation Regarding [Incident] on [DD/MM/YYYY]
Dear [Employee Name],
It has come to our notice that on [DD/MM/YYYY], [brief, neutral description, e.g. the cash counter at Branch X showed a shortfall of ₹(Amount) at closing during your shift / a customer reported that an order was not delivered].
Before taking any view on the matter, the management would like to understand your side. Please give your written explanation addressing the following:
1. What happened, in your own words, including the time and the persons present
1. [Specific question, e.g. Who else had access to the counter during your shift?]
1. [Specific question, e.g. Was the shortfall noticed and reported by you at any point?]
1. Any document, message or record that supports your account
Please submit your explanation to [HR Name] in writing or by email at [HR Email] within [Number] days of receipt of this memo.
Please note that no decision has been taken, and your explanation will be considered fairly. This request is made in accordance with Clause [Clause Number] of the company's [Standing Orders / HR Policy].
Thank you for your cooperation.

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