	ABC                      ABC & CO. INC.

INTRA-COMPANY COMMUNICATION

	REF.    :                                                        DATE

	TO      :                                                        FROM   :  IMMEDIATE SUPERVISOR

	SUBJECT: REQUEST FOR EXPLANATION


You have allegedly committed the following violation of the company rules and regulations:

_____________________________________________________________________________________________________________________________________________________________

Please explain within forty-eight (48) hours upon receipt of this memo why you should not be meted the appropriate disciplinary action.  Failure on your part to reply shall mean an outright waiver of your right to be heard.

_______________________________

Immediate Superior’s Signature

(Section Head/Foreman/Supervisor)

Noted By:

_______________________________

Next Higher Superior

(Dept. Head)

Received:

____________________

Date: __________

Time: __________
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