[Company Logo]   [Company Name]
ORDER OF TERMINATION – MISCONDUCT
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



Strictly Private and Confidential

To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
[Employee Address]
Subject: Order on Disciplinary Proceedings – Charge Sheet No. [Reference Number]
Dear [Employee Name],
A charge sheet dated [Date] was issued to you alleging the following misconduct under Clause [Clause Number] of the [Certified Standing Orders / Code of Conduct]:
1. [Charge 1 as stated in the charge sheet]
1. [Charge 2 as stated in the charge sheet]
You submitted your reply on [Date]. As the reply was not found satisfactory, a domestic inquiry was conducted by [Inquiry Officer Name] on [Dates]. You were given full opportunity to attend, to be accompanied by a co-worker as permitted, to cross-examine witnesses and to present your defence.
The inquiry officer, in the report dated [Date], found the charges [proved / partly proved] for the following reasons: [brief summary of findings]. A copy of the report was sent to you on [Date], and your representation dated [Date] has been carefully considered.
Having regard to the gravity of the misconduct, your past record and the findings, the disciplinary authority has decided to impose the penalty of [termination / dismissal] from service under Clause [Clause Number] of the [Certified Standing Orders / Code of Conduct], with effect from [Last Working Day].
Your earned wages, leave encashment and other dues payable under law and policy will be settled within [number] days, after adjusting lawful recoveries. Please return all company property to [HR Name] by [Date].
You may appeal against this order in writing to [Appellate Authority] within [number] days of receipt.
Yours faithfully,

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