Your Name

Your Address

City, State, Zip Code
Email Address

Date

Recipient's Name
Recipient's Title
Company/Organization Name
Company Address

City, State, Zip Code
Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request clarification regarding the
disciplinary process that is currently being undertaken.

As an employee of [Your Company Name], | seek to understand the specific steps involved in
the process, any rights | may have, and the expected timeline for the resolution of these matters.
Understanding these elements is crucial for me to engage in the process with clarity and
confidence.

Should you require any further information from my end to assist in your response, please do not
hesitate to reach out.

Thank you for your attention to this matter. | look forward to your prompt response.
Sincerely,

[Your Name]

[Your Job Title]

[Your Contact Information]



