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         Introduction 
         Documentation is material that gives evidence or information regarding a project, a system, or a person. It can be provided in either a paper, analog, media such as CDs or can be online. Documentation can be used for many purposes including assigning responsibilities and establishing authority for businesses and in the disciplinary process for employees. This paper discusses the importance of documentation in the disciplinary process as well as giving the constituents of correct documentation.
Importance of documentation in the disciplinary process
The importance of documentation in the disciplinary process can be grouped into two main purposes: legal reasons and for smooth operating of an organization (Bauman et al. 2001). The legal importance of documentation protects a company from being sued. Documentation is significant to the disciplinary process because it helps minimize the cases of terminated employees taking action against the company if they feel the termination was not fair.  For example, if an employee proves their incapability of executing their duties, but the company has not documented, then the company may be putting itself at risk by firing the employee but with the correct documentation, the company can be free to fire the employee. Documentation is also important for the smooth running of a company because it ensures that discipline is taken in the right procedures.  Documentation enables a company to keep a record of the wrongdoings of the employees. Taking disciplinary actions on the employees would be difficult without documentation. Good documentation also convinces employees that discipline is carried out professionally making them contented with their employers and getting the motivation to perform their duties well.
What constitutes correct documentation?
Correct documentation includes both negative and positive records. Correct documentation is authentic and it does not judge. It does not explain the occurrences of events based on the opinions and thoughts of an observer about the event (Müller et al. 2007). Correct documentation also reports measures that might have been taken in cases such as taking disciplinary actions. Correct documentation should also be accurate, complete, and objective. It should use the appropriate form as required by the company’s policy and it should identify the client. It should also be easy to read and understand.
[bookmark: _GoBack]Documentation is important in the disciplinary process for two reasons: legal reasons and smooth operating of a company. Legal reasons because it protects a company from being sued by the employees in cases where employees feel that a termination was not fair. It allows the smooth running of a company by providing proper disciplinary procedures. Correct documentation reports factual occurrences of events in an accurate manner and does not judge.
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