Hj CSR/SC/«refno»/HRD
Date	: «letter_date»
Emp. Name	:«name»
Emp No		: «emp_no»
Department	: «department»

Present
Dear «name», 
RE: 	SHOWCAUSE LETTER
It was reported by the Management that you …………………………………………………… sometimes at ……..am/pm on «reported_date» 
You are hereby notified to give a written reply within 7 days as to why disciplinary action should not be taken against you for the above misconduct.
If we fail to receive your reply within the stipulated period, we deem it that you have no reasonable excuse, and disciplinary action shall be taken against you.

Yours sincerely,
For CINTA SAYANG GOLF RESORT,
[bookmark: _GoBack]

HALIM JANTAN
Director Of Human Capital
c.c.	Personal File
Head Of Department
……………………………………………………………………………………………………………………………………………….
Hereby confirm that I fully understand the content of this letter and acknowledge received this letter by signing as below:

Signature :…………………… 			 Name :………………………. 			Date:………………….

