
Letter Template for Requesting Explanation on Disciplinary 

Proceedings 

Your Name 

Your Address 

City, State, ZIP Code 

Email Address 

Phone Number 

Date 

Recipient's Name 

Recipient's Position 

Company/Organization Name 

Company Address 

City, State, ZIP Code 

Dear [Recipient's Name], 

I am writing to formally request clarification regarding the disciplinary proceedings that have 

been initiated against me. I deeply value my role within [Company/Organization Name] and 

wish to understand the basis for these proceedings, as well as the process involved. 

Unfortunately, I have not received sufficient information that explains the reasons behind these 

actions, and I believe it is crucial for me to comprehend my situation fully. 

I kindly ask for a meeting at your earliest convenience to discuss this matter in detail. Thank you 

for your attention to this important issue. 

Sincerely, 

[Your Name] 


