[COMPANY NAME]
[Company address]   ·   [HR contact phone]   ·   [HR contact email]

[Form date]
DISCIPLINARY ACTION FORM
RE: Disciplinary action record for «Employee Name»
Dear «Employee Name»,
This form documents a disciplinary matter concerning your conduct or performance, as described below.
INCIDENT RECORD
	Employee name
	«Employee Name»

	Employee ID
	«Employee ID»

	Position
	«Job Title»

	Department
	«Department»

	Manager
	«Manager Name»

	Date of incident
	«Incident Date»

	Type of incident
	«Incident Type»



1. INCIDENT DESCRIPTION
«Incident Description»
2. ACTION TAKEN
«Action Taken»
A follow-up review of this matter is scheduled for «Follow-Up Date».
Please sign below to acknowledge receipt of this form.
EMPLOYEE ACKNOWLEDGMENT
Your signature acknowledges that you have received this disciplinary action form. It does not indicate agreement with the findings described above.

«Employee Name»
Employee
Date: ____________________
This form is not legal advice. Any resulting action remains governed by the employee handbook, your employment agreement, and applicable law.




