NOTICE OF DISCHARGE TO AN EMPLOYEE

To
_______________
_______________
_______________

This is in context to the enquiry held after issue of charge sheet dated (date) issued against you. The report sent by the enquiry officer has been has been thoroughly scrutinized where the charges levelled against you have been proven acceptable. 

As per the serious nature of misconduct committed and proven guilty, the normal criterion is to dispense your service. But on rightful grounds of compassion and also at the same time considering the extenuating and aggravating circumstances the management has decided to go lenient on you this time. We have imposed lesser punishment of discharge on you with immediate effect from (date).  

Your final payment of dues with be sent to your office on or before (date) during office hours after you hand over the charge. Your payment dues will include the 1 month wages in lieu of the notice period. 

Manager/ Competent Authority


