


NOTICE FOR EXPLANATIONFORM NO. XXX-XXXX


	NAME OF EMPLOYEE  
	POSITION  

	
	

	DEPARTMENT/CAMPAIGN  
	NAME OF SUPERVISOR  

	
	



In lieu of the Incident Report raised, we are servicing this Notice of Explanation.  Please submit your written explanation within 24 hours why no disciplinary actions should be taken against you on the offense mentioned in the attachment.  Write your explanation on the box provided below.

Failure to submit your explanation within the prescribed period would automatically mean waiver on your right to be heard.

	EXPLANATION (Specify) 

	






















	Name of Employee



 (Signature Over printed name)

Date :_____________________________

	ACKNOWLEDGEMENT



(Signature Over printed name)

Date Received : ____________________________

	ACKNOWLEDGEMENT


OPERATIONS MANAGER
(Signature Over printed name)

Date Received:_____________________________
	ACKNOWLEDGEMENT

QA TEAMLEADER
(Signature Over printed name)

Date Received:_____________________________
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