XYZ CORPORATION
(Address)
(Date)

To: Juan Dela Cruz
(Address)
(Position)

Subject: NOTICE TO EXPLAIN (WILLFUL DISOBEDIENCE)

Dear Mr. Dela Cruz:

This refers to an incident involving your conduct in the workplace which may constitute willful disobedience of the employer’s lawful orders, a just cause for disciplinary action under Article 297 of the Labor Code of the Philippines, applicable jurisprudence, and the Company’s Code of Conduct and policies.

In compliance with procedural due process, you are given the opportunity to explain your side before any decision is made.

It has been reported that on (date/s) at (place), you allegedly failed and/or refused to comply with a lawful and reasonable directive/order, specifically (brief but specific description of the order and non-compliance). 

The matter involves and/or affected (persons involved, if any) and is supported by available records and preliminary findings, including (written directives, emails, notices, reports, witness accounts, or other evidence, if any).

Based on initial evaluation, the foregoing may constitute willful disobedience under Article 297 and a violation of the Company’s Code of Conduct and Employee Handbook on compliance with lawful instructions and workplace discipline.

You are required to submit a written explanation within (___ working days / ___ calendar days) from receipt of this Notice, addressing your side of the incident, any justification or denial, and supporting evidence, if any. You may also request a clarificatory conference within the same period.
Failure to respond within the prescribed period shall be deemed a waiver of your right to be heard, and management shall proceed to evaluate the matter based on available records.

This Notice is not a finding of guilt but is issued solely to afford you due process.

Issued this (date) at (place), Philippines.


Respectfully,

(Name of Authorized Representative)
(Position)
XYZ CORPORATION

