Disciplinary Action Notice
for Non-Compliance

Employee Name: Employee ID:
Department: Date of Issue:
Issued by: Designation:

Description of Non-Compliance

Relevant Policy/Rule Violated

Details of Previous Warnings (if any)

Action to be Taken

Employee Comments (if any)

Employee Signature
Date:

HR/Manager Signature
Date:

Important Notes

e This document is an official record of disciplinary action for non-compliance with company policy.
¢ The employee has the right to provide comments or feedback regarding this notice.

e A copy of this notice will be placed in the employeed€™s personnel file.



e Further non-compliance may result in more severe disciplinary action, up to and including termination.

e Both employee and issuing authority should sign and date the document.
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