[Company Logo]   [Company Name]
NOTICE OF SALARY HOLD
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Mode of Delivery:
	[Email / Registered Post / By Hand]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Employee Address]
Subject: Temporary Hold on Salary for [Month YYYY]
Dear [Employee Name],
This is to inform you that your net salary of ₹[Amount] for the month of [Month YYYY] has been placed on temporary hold for the following reason:
  Absence from work since [DD/MM/YYYY] without intimation; attempts to contact you on [DD/MM/YYYY] were unsuccessful
  Bank account details provided are invalid / incomplete
  PAN not submitted or not linked, required for TDS compliance
  Joining documents pending: [Document List]
  [Other Reason]
Action required for release
1. Contact [HR Name] at [HR Email] / [HR Phone] on or before [Date].
1. Submit [Documents / Written Explanation].
1. Once the above is received and verified, your salary will be released in the next payment run or within [Number] working days.
This hold is not a deduction, and the full amount remains payable to you. If you believe this hold is in error, please write to us so we can review it immediately.
Regards,

	______________________________
For [Company Name]
[HR Name]
[Designation]
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