[Company Logo]   [Company Name]
SHOW CAUSE NOTICE
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Mode:
	[By hand / Registered post / Email]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
[Work Location]
Subject: Show Cause Notice for Alleged Misconduct
Dear [Employee Name],
It has been reported to the management that you are alleged to have committed the following acts:
1. That on [DD/MM/YYYY] at about [Time], at [Place], you [factual description of first allegation].
1. That on [DD/MM/YYYY], you [factual description of second allegation, if any].
The above acts, if proved, would amount to misconduct under Clause [Clause Number] of the [Certified / Model] Standing Orders applicable to the company, namely [description of misconduct as listed].
The management proposes to rely on the following documents, which you may inspect at the HR department on any working day during office hours, or copies of which will be provided on request:
1. [Complaint / report dated DD/MM/YYYY]
1. [Statement of witness / CCTV record / system log]
1. [Any other document]
You are hereby called upon to show cause in writing, within [Number] days of receipt of this notice, as to why disciplinary action should not be taken against you for the above alleged misconduct. Your reply may be submitted to [HR Name] in person or by email at [HR Email].
If no reply is received within the stipulated time, it will be presumed that you have nothing to say in your defence, and the management will proceed further on the basis of the records available, in accordance with the standing orders.
This notice is issued without prejudice to any other action that the management may take as per law.

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Received by
[Employee Name]
Date and Time: [Date]
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