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Annexure	in	letter.

Companies	under	Red	Flag	(Caution)	List	and	Breach	List	SEBI	circular	on	eVoting	facility	provided	by	Listed	Entities	SMS	notification	fees	for	eVoting	event	Declaration	u/s.	206AB	of	Income	Tax	Act	for	NSDL	Circulars:	Monitoring	of	Foreign	Investment	Limits	in	listed	Indian	Companies	(First	Amendment)	NDI	Rules,	2022	dated	April	12,	2022			
(Fourth	Amendment)	NDI	Rules,	2021	dated	October	12,	2021				(Third	Amendment)	NDI	Rules,	2021	dated	October	5,	2021				(Second	Amendment)	NDI	Rules,	2021	dated	August	19,	2021				(First	Amendment)	NDI	Rules,	2021	dated	August	06,	2021				(Fourth	Amendment)	NDI	Rules,	2020	dated	December	08,	2020				(Third	Amendment)	NDI	Rules,
2020	dated	July	27,	2020				(Second	Amendment)	NDI	Rules,	2020	dated	April	27,	2020				(First	Amendment)	NDI	Rules,	2020	dated	April	22,	2020	(First	Amendment)	NDI	Rules,	2019	dated	December	5,	2019	SEBI	circular	dated	April	05,	2018	NSDL	circular	dated	April	13,	2018	SEBI	circular	dated	April	27,	2018	RBI	circular	dated	May	03,	2018
Circulars:	System	Driven	Disclosures	SEBI	Circular	dated	September	09,	2020	SEBI	circular	dated	May	28,	2018	NSDL	circular	dated	June	8,	2018	Previous	Next	Monitor	Overall	sectoral	cap	Monitor	Aggregate	FPI	limit	Monitor	Aggregate	NRI	limit	An	appraisal	letter	is	given	to	employees	after	completing	their	performance	review.	If	done	right,	it
can	be	a	great	motivator	for	employees,	ultimately	leading	to	the	success	of	an	organisation.	Usually,	a	company’s	HR	department	issues	appraisal	letters	to	employees.	However,	if	drafting	appraisal	letters	is	not	your	forte,	you’ve	come	to	the	right	place.	This	blog	post	will	discuss	everything	about	appraisal	letters	and	provide	free	Word	(editable)
and	PDF		templates.	What	is	an	appraisal	letter?	An	appraisal	letter	is	a	written	document	stating	that	the	employer	has	noticed	the	employee’s	contribution	to	the	organisation.	In	short,	it	reflects	their	hard	work,	and	the	outcome	enhances	their	morale.	An	appraisal	letter	mentions	the	strengths	and	weaknesses	of	an	employee	and	provides	valuable
insights.	It	also	helps	identify	the	areas	where	an	employee	performed	well	and	what	skills	they	must	acquire	to	perform	better	during	the	next	appraisal	cycle.	How	to	write	an	appraisal	letter?	An	appraisal	letter	provides	clarity	and	motivation	to	an	employee.	However,	you	need	to	ensure	that	you	follow	the	below-mentioned	tips:	Since	the	letter	is
an	official	document,	it	should	be	issued	on	the	company’s	letterhead.	Start	the	letter	by	honestly	praising	the	employees,	their	work,	and	accomplishments	during	the	appraisal	cycle.	While	praising,	keep	the	tone	professional	&	polite.	If	possible,	write	down	the	employees’	noteworthy	achievements	in	the	appraisal	letter.	Keep	it	crisp.		Mention	the
details	of	employees’	new	salary,	revised	CTC,	increment,	and	the	effective	date	of	the	appraisal.	Also,	include	if	an	employee	has	received	any	promotion	or	bonus.		At	the	end	of	the	letter,	you	can	spend	a	little	bit	of	time	providing	some	constructive	criticism	based	on	the	employee’s	performance	during	the	cycle.	This	feedback	needs	to	be	specific
and	understandable	so	that	the	employee	can	work	on	it.	Finally,	close	the	appraisal	letter	by	outlining	what	the	employee	is	expected	to	do	in	the	future.	This	part	should	be	short	and	straight.	It	is	better	to	communicate	the	expectations	in	person.	Mention	that	the	company	looks	forward	to	working	with	the	employee	in	future.	Appraisal	letter
format	and	template	[Company_Name]	[Company_Address]	20/01/2022	Appraisal	Letter	–	CONFIDENTIAL	Dear	[Employee_Name],	Employee	ID:	[Employee_ID]	[Company_Name]	has	and	continues	to	move	forward	because	of	your	hard	work	and	contributions.	[Company_Name],	as	always,	stays	committed	to	its	people	first	approach	and	puts	you
and	your	contributions	at	the	forefront.	In	continuation	to	that	thought	and	philosophy,	we	are	taking	this	opportunity	to	congratulate	and	recognise	you	for	your	contributions	and	thank	you	for	all	your	efforts.	In	recognition	of	your	performance	and	contributions	to	[Company_Name],	we	are	delighted	to	promote	you	to	[Employee_Designation]	and
revise	your	Cost	to	Company	to	INR	330000,	effective	from	[Appraisal_Date]	The	break-down	of	your	CTC	is	mentioned	in	Annexure	A.	We	wish	you	tremendous	success	in	the	coming	years	and	look	forward	to	your	long-term	association	and	contributions	to	[Company_Name].	Best,[HR_Name]	[HR_Designation]	Annexure	A	This	is	your	expected
monthly	salary	structure.	Salary	Component																																														Amount	Basic	Salary																																																										13,750	HRA																																																																										6,875	Special	Allowance																																																		4,125	Leave	&	Travel	Allowance																																				2,750	ESI	Employer	Contribution																																	
								0	PF	Employer	Contribution																																											0	Total																																																																										27,500	Note:	You	will	receive	salary,	and	all	other	benefits	forming	part	of	your	remuneration	package	subject	to,	and	after,	deduction	of	TDS,	PF,	ESI	and	professional	taxes	in	accordance	with	applicable	law.	Download	Appraisal	Letter	in
Word	for	Free	Download	Appraisal	Letter	in	PDF	for	Free	Generate	multiple	HR	letters	with	RazorpayX	Payroll	RazorpayX	Payroll	is	an	HR	and	payroll	software	that	provides	customisable	HR	letters	such	as	offer	letter,	appointment	letter,	relieving	letter,	and	more.	Not	just	that,	it	also	comes	with	in-built	tools	that	quickly	calculate	the	take-home
salary	and	CTC	for	employees.	It	helps	manage	employees	across	their	lifecycle	from	onboarding	to	exit	along	with	their	full	and	final	settlement.	Sign	up	for	RazorpayX	Payroll	for	free.	You	can	choose	from	3	different	plans	that	fit	your	specific	business	needs.	Start	Our	Forever	Free	Plan	Now!	FAQs	Appraisals	are	essential	because	they	allow
organisations	to	recognise	and	reward	employees	who	contribute	to	their	success.	Such	recognition	motivates	the	employee	to	perform	better,	resulting	in	the	organisation's	overall	growth.	The	frequency	of	appraisal	depends	on	company	policies	and	standards.	It	can	happen	at	different	periods,	such	as	annually,	half-yearly,	or	quarterly.	In	case	of
loss/misplace/	theft	of	your	important	documents	like	PAN	Card,	Election	Card	(Voter	ID),	Driving	Licence,	Passport,	Property	sale-purchase	papers	etc.	etc.Why	F.I.R	is	important?Because	when	you	lost	your	important	documents	like	PAN	Card,	Election	Card(Voter	ID),	Driving	Licence,	Passport,	Property	sale-purchase	papers	etc.	you	must	to	get	a
duplicate	or	reprint	of	the	lost	one.	These	documents	are	very	important	now	a	day	for	every	individual/common	man	for	one	or	many	reasons.For	example-If	you	want	to	drive	your	vehicle,	whether	it	is	a	2	wheeler,	3	wheeler	or	4	wheeler,	as	per	to-days	strict	Traffic	Rules	&	Regulations	and	to	avoid	the	Traffic	Police	harassment	it	is	compulsory	that
while	driving	you	must	carry	your	own	Driving	Licence.	May	be	one	or	two	days	you	will	be	ignored	by	the	traffic	police	without	driving	Licence.	But	when	you	have	to	drive	your	vehicle	daily	towards	your	working	place	what	is	the	permanent	solution?	-If	you	want	to	caste	your	vote,	without	Election	Card	not	possible.-For	Bank	Fixed	Deposits	PAN
card	is	important	for	your	TDS	benefit	and	also	you	need	PAN	card	for	most	financial	transaction	to	Travel	Agents,	Hotels.-Over	and	above,	these	all	documents	are	your	Personal	Identity	Proof	and	Address	Proof	which	you	require	to	verify	with	the	concerned	department	officials	many	occasions	for	various	purposes	such	as	during	enrolment	of
Aadhar,	Election	Card(Voter	ID),	Opening	of	Bank	A/C,	Railway	Ticket	booking,	New	LPG	Connection,	Ration	Card	Telephone	connection	and	for	other	numerous	things.So	for	getting	duplicate	or	reprint	of	your	any	lost	documents	namely	PAN	Card,	Election	Card(Voter	ID),	Driving	Licence,	Passport,	property	sale-purchase	papers,	you	have	to
approach	the	concerned	department	officials	and	that	time	most	of	the	officials	ask	to	attach	the	copy	of	F.I.R	along	with	application.Also	any	unauthorized	person	can	misuse	your	lost	original	documents.	For	a	simple	example,	one	can	get	Mobile	SIM	CARD	in	your	name	and	can	misuse	it.	Like	this	your	lost	documents	can	be	used	for	many	other
purpose.Looking	to	all	above,	it	is	important	to	lodge	a	F.I.R	for	your	lost	documents	with	your	local	Police	station	and	get	a	copy	of	the	same	which	is	an	evidential	proof	for	you.How	to	make	an	application	for	lodging	a	F.I.R	with	your	Local	Police	station?This	below	F.I.R	Application	format	will	help	as	and	when	you	require.Fromabc…	(Applicant
Name)xyz	…(your	contact	address)120012…(your	contact	mobile	number/Phone	number)Abc@your.mail...(your	e-mail	id.	Date.______To,The	Police	Officer	In	chargeAddress	(	Local	Police	station)Respected	Sir,Sub.	:	Loss	of	my	ORIGINAL	_____________(mention	your	lost	document	name	and	Number)While	travelling	from	_______(place)	to
__________(place)	by	bus/	train/	walk	I	have	lost	my	Original	__________	bearing	No.____________	along	with	(name	other	documents	if	any)	some	where.	(If	you	have	any	idea	or	chance	of	loss	at	an	approximate	area,	you	can	mention	the	same	in	your	application).	Sir,	to	avoid	any	misuse	of	my	above	___________	I	seek	your	help	and	request	you	to	kindly
register	my	F.I.R	in	the	subject	matter.For	your	ready	reference	I	enclose	herewith(a)	copy	of	lost	____________	(b)	copy	of	______________	as	I.D	proof.Hope	you	will	do	the	needful	favourably	at	the	earliest.Thanks	and	regardsYours	Sincerely____________(your	signature)____________(your	Name)Note	:	You	should	make	3	or	more	copies	of	the	Application.
(1	cpoy	for	police	station	record,	1	copy	for	duplicate	Document	Application	&	1	copy	for	your	own	record)	Please	take	care	that	you	should	get	the	report	(F.I.R)	duly	signed	by	Police	Officer	In-charge	with	his	name	and	designation,	Police	station	Address	Stamp.
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