To.








Date:………………

………………………..

………………………...

………………………..

Sub: Show Cause Notice – Mr/Ms…………………………..

You were granted 15 days   of Paid Leave on From (Date:………) to ……….(Date) for (reason best known to you) …………………….  You did not report back to the office in spite of various tele call and also not responding to the Regd post letter mailed to corresponding address. This has lead to take Administrative action against you by the Senior Authority. Please, show the cause on the following as to why the Administrative / Disciplinary action should not be taken against you.
1. Over Stay of paid leave without informing the concerned authority

2. Refusal to accept the telephonic calls’

3. Not accepting the Regd post

Your reply to this show cause should reach the undersign by or before Mar 20th, 2008. In case we do not get the reply on the said points, the legal proceeding will under taken by the Company/Law.







(Issuing Authority with designation)

