[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 inquire about the disciplinary action
processes within [Company/Organization Name]. Understanding these processes is important to
me as it relates to ensuring a fair and transparent environment.
Specifically, 1 would like to know:
e What is the procedure for handling disciplinary actions?
e Who is involved in the decision-making process?
e What rights do employees have during this process?
Thank you for your attention to this matter. | appreciate any information you can provide.

Sincerely,

[Your Name]



