From

R.P. Shahu

<<<<<your office address>>>>>

To


<<<<<Designation and address of the person issued the disciplinary memo>>>>>

Sub: -
<<<<< subject written in the disciplinary memo>>>>>. – Reg.

Ref.: -
Your Letter No. XXXXX/XXXX/XXXX dated at ???????? the ??/??/????

In pursuance to your letter cited under reference I submit my reply as under: -

1) I request you to give me two weeks time for preparing suitable replay and also seek legal assistance in this regard.
2) Your kind attention is also invited to the BSNL CO New Delhi’s Order No. BSNL/7-10/SR/2009 dated 20/08/2009, whereby the competent authority has also been instructed to take similar action against striking Group-C & Group-D employees belonging to the United Forum of BSNL Unions. For the strange reasons best known to you, action as contemplated in the said order has not been initiated yet. It is so apparent that discriminating vindictive actions are being taken against the members of AIGETOA.
3) You are also requested to issue speaking final order, if any, in this regard after giving an opportunity of being herd in person to me.

Thanking you,
(<<<<<your name>>>>>)
