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1. Pre-Drafting Assessment Checklist

Employee Information Verification

[:] Verify employee's full legal name as per official records (Aadhaar/PAN)
D Confirm current employee ID and department assignment

[:] Validate current designation and reporting structure

D Update communication address (official/personal as relevant)

D Verify contact details (mobile/email) for delivery confirmation

Legal and Policy Compliance Check

[:] Review applicable central and state labor law requirements
D Ensure alignment with current company policies and procedures
D Verify consistency with existing employment contract terms

[:] Check notice period requirements as per Industrial Relations Code
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2. Letter Type-Specific Requirements

Letter Type Mandatory Elements Approval Required Legal Timeline

Offer Letter Position, salary, start date, conditions ~ HR Manager + Hiring Manager  7-15 days validity
Appointment Letter  Detailed T&C, policies, benefits HR Director + CEO Before joining date
Transfer Letter Location, date, allowances, reason Department Head + HR 30 days notice min
Warning Letter Incident details, improvement plan Manager + HR + Legal After due investigation
Relieving Letter Service period, settlement status HR Director + Accounts Last working day

A\ Critical Compliance Alert: All termination and disciplinary letters must comply with due process requirements
under Industrial Relations Code 2020. Failure to follow proper procedures can result in reinstatement orders and
compensation claims.
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3. Content Development and Structure

Mandatory Header Information

D Company letterhead with complete address and registration details
D Unique reference number for tracking and filing (Format: HR/YYYY/MM/XXX)
D Date of issuance in DD/MM/YYYY format

D Official company logo and CIN/registration numbers

Content Structure and Language

D Clear opening statement explaining purpose of the letter

D Comprehensive main content with all relevant details

D Professional, respectful, and legally appropriate tone throughout
D Clear, unambiguous language avoiding technical jargon

D Consistent formatting with proper paragraph breaks and spacing

Essential Closing Elements

D Clear next steps and timeline for employee action
D HR contact information for queries and clarifications
D Requirement for employee acknowledgment and signature

D Authorized signatory name, designation, and signature
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4. Approval Workflow and Authorization

Multi-Level Approval Matrix

D Initial draft review by immediate supervisor/HR executive

D HR Manager/Director approval for policy compliance

D Legal review for high-risk letters (termination, suspension, warning)
D Senior management approval as per delegation matrix

D Final authorization by designated signatory authority

Quality Assurance Check

D Verify all facts, figures, dates, and personal information
D Cross-check legal compliance and policy adherence
D Proofread for grammar, spelling, and professional language

D Ensure consistency with approved organizational templates

@ Best Practice Tip: Implement a digital approval workflow system to ensure consistent review processes, maintain
audit trails, and reduce processing time. Consider using HRMS integration for automatic data population and error
reduction.
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5. Distribution and Documentation

Secure Distribution Process

D Choose appropriate delivery method (physical/digital/both)

D Obtain delivery confirmation and read receipt

D Maintain confidentiality during distribution process

D Distribute copies to relevant stakeholders (manager, HR file, accounts)

D Maintain backup delivery method for critical communications

Record Keeping and Documentation

D File original letter in employee's personal record

D Create digital backup with secure cloud storage

D Obtain and file employee acknowledgment receipt

D Maintain chronological filing system for audit purposes

D Implement appropriate access controls and security measures
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6. Digital Implementation and E-Signatures

Technology Compliance

D Ensure e-signature solution complies with IT Act 2000 requirements
D Use legally valid digital signature certificates

D Maintain comprehensive digital audit trails

D Provide employee self-service portal access

D Ensure mobile-friendly letter formats and delivery

System Integration

D Integrate with existing HRMS for data consistency
D Synchronize with payroll system for salary-related letters
D Implement automated approval workflows where possible

D Consider Al-powered content suggestions and compliance checks

/\ Security Alert: When implementing digital systems, ensure data protection compliance with applicable privacy
laws. Implement encryption, access logging, and regular security audits to protect sensitive employee information.
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7. Statutory Compliance and Legal Requirements

Central Labor Law Compliance

D Industrial Relations Code 2020 compliance for disciplinary actions
D Social Security Code compliance for benefits-related communications
D Wage Code compliance for salary and allowance letters

D Occupational Safety, Health and Working Conditions Code compliance

State-Specific Requirements

D Shops and Establishments Act compliance for working conditions
D Professional Tax compliance in applicable states
D State-specific labor law requirements and notifications

D Local municipal and regional compliance requirements

8. Monthly and Annual Review Process

Monthly Review Checklist

D Conduct sample audit of letters issued during the month
D Review template usage and identify improvement areas
[:] Monitor letter processing times and approval delays

D Collect employee feedback on letter clarity and effectiveness

Annual Compliance Review

D Update templates based on new labor law changes
[:] Ensure alignment with updated company policies
D Assess training needs for HR team and managers

D Evaluate technology upgrades and process improvements
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Implementation Support: For comprehensive implementation of this checklist and customized HR letter
templates, contact JZ Payroll Outsourcing & Contract Staffing. Our 15+ years of experience ensures full compliance
with Indian labor laws while optimizing your HR processes.

9. Emergency Procedures and Escalation

Urgent Letter Requirements

D Maintain emergency contact list for urgent approvals
D Establish fast-track approval process for critical situations
D Access to legal consultation for complex cases

[:] Designate backup authorized signatories

Quality Assurance and Continuous Improvement

D Track and analyze common errors and improvement opportunities
D Document and share best practices across the organization
[:] Regular benchmarking against industry standards

D Stay updated with HR technology innovations and trends
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