Appointment Letter
Free appointment-letter template and a filled example from all-docs.net. No signup. Sets out every term (joining, salary break-up, probation, notice, benefits). In India, employers covered by the OSH Central Rules, 2026 (generally establishments with 10 or more workers) must issue an appointment letter.
Template
[COMPANY NAME]
[Company address]

[Date]

[Employee name]
[Employee address]

Subject: Letter of Appointment - [Job title]

Dear [Mr./Ms. Surname],

We are pleased to confirm your appointment as [job title] at [company] on the following terms.

1. Date of joining: [date, reporting time and place].
2. Place of work: [location and transfer clause].
3. Remuneration: [salary or CTC break-up, and pay date].
4. Working hours: [hours and weekly off].
5. Leave: [annual, casual, sick entitlement].
6. Probation: [length and confirmation process].
7. Notice period: [notice during and after probation].
8. Statutory benefits: [provident fund, insurance, gratuity].
9. Conditions: [confidentiality, policies, termination grounds].

Please sign the enclosed copy to confirm your acceptance.

Yours sincerely,


[Name]
[Title], [Company]
Filled sample
MERIDIAN SOFTWARES PVT. LTD.
4th Floor, Prestige Tech Park, Bengaluru 560103

24 July 2026

Mr. Rahul Sharma
14 Nehru Road, Pune 411001

Subject: Letter of Appointment - Software Engineer

Dear Mr. Sharma,

Further to your acceptance of our offer, we are pleased to confirm your appointment as Software Engineer at Meridian Softwares Pvt. Ltd. on the following terms.

1. Date of joining. Your employment begins on 11 August 2026. Please report to the Bengaluru office at 9:30 a.m.
2. Place of work. Bengaluru. The company may assign you to another location as the work requires.
3. Remuneration. Your cost to company is Rs. 9,00,000 per year: basic Rs. 3,60,000, house rent allowance Rs. 1,80,000, special allowance Rs. 2,52,000, and employer provident fund Rs. 21,600, with the balance in benefits. Salary is paid monthly by the last working day.
4. Working hours. Monday to Friday, 9:30 a.m. to 6:30 p.m., with Saturday and Sunday off.
5. Leave. 18 days of earned leave, 7 casual, and 7 sick leave a year.
6. Probation. Six months. On satisfactory completion your appointment is confirmed in writing.
7. Notice period. 30 days on either side during probation, 60 days after confirmation.
8. Provident fund and insurance. You are enrolled in the Employees' Provident Fund and covered under the company group medical policy.
9. Confidentiality. You agree to keep company and client information confidential during and after your employment, and to follow the policies in the employee handbook.

We look forward to your joining and to a long association. Please sign the enclosed copy to confirm your acceptance of these terms.

Yours sincerely,


Anita Desai
Head of Human Resources
Meridian Softwares Pvt. Ltd.

Names, addresses, phone numbers and email addresses in the examples above are fictional. Replace every one of them with your own before you send anything.
Free template from all-docs.net/formal-letter/how-to-write-an-appointment-letter/
