[Company Logo]   [Company Name]
NOTICE OF PROPOSED PENALTY
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Proposed Penalty for Misconduct – Ref. [Charge Sheet / Show Cause Number]
Dear [Employee Name],
With reference to [the show cause notice / charge sheet] dated [DD/MM/YYYY], the charge of [brief description] has been [admitted by you in your reply dated DD/MM/YYYY / found proved in the enquiry report dated DD/MM/YYYY, a copy of which was provided to you].
Having considered the nature of the misconduct, your service record and the circumstances stated by you, the disciplinary authority proposes to impose the following penalty under Clause [Clause Number] of the Standing Orders:
	Particulars
	Details

	Proposed penalty
	[Censure / Withholding of one annual increment / Other permitted minor penalty]

	Period / extent
	[e.g. increment due on DD/MM/YYYY withheld for 12 months, non-cumulative]

	Effect on record
	[Entry in personnel file for ___ months]



The reasons for proposing this penalty are: [brief reasons, e.g. the act caused disruption to the dispatch schedule; however, this is your first proved misconduct in ___ years of service].
Before a final order is passed, you may submit a written representation on the proposed penalty within [Number] days of receipt of this notice. You may also request a personal hearing.
If no representation is received within this period, the proposed penalty will be confirmed by a final order.

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