ATTENDO PRESENTS
Office Circular and Memo Pack
Circulars, memos and the notices the law makes you put up

For Indian employers: factories, offices, hospitals, stores and warehouses
•  Which paper you need: circular, memo or statutory notice
•  The 21-day rule, and the eleven matters it covers
•  The notices the law names for hours, pay, shifts and stoppages, where each goes and in which language
•  Ten formats, eight mistakes and thirty-six citations

From Attendo (formerly Petpooja Payroll). Reviewed 21-Oct-2026. General guidance, not legal advice.


CONTENTS
1.  Circular, memo or notice: which one you need
2.  The 21-day rule
3.  What must be on the notice board, and in which language
4.  Proving it reached people
5.  Who these rules reach
6.  Ten formats
7.  Eight mistakes
8.  What this pack could not settle
9.  Thirty-six citations

In a hurry? Find your size in the table in section 1: it shows which of these apply to you. Then, before you sign any circular, check it against the list in section 2. If it changes any of those matters, it is a notice of change: use Format 03 and wait 21 days.


1.  CIRCULAR, MEMO OR NOTICE: WHICH ONE YOU NEED
A circular tells everyone something. A memo tells one person or one team to do something. A notice is the paper a law names, with its own form, timing and place on the wall. The trouble starts when a notice is written as a circular.
	If the paper...
	Use

	Changes pay or the pay day, allowances, PF, hours, leave, holidays, grades, a perk, discipline rules or headcount
	Format 03, 21 days ahead

	Starts, restarts, alters or stops a shift
	Format 04, 21 days ahead, and Format 05

	Changes when people work each day
	Format 05, and Format 03 if it is a change in hours

	Sets out hours, rest day, holidays, pay day or wage rates
	Format 06, kept up to date

	Lists what can be fined
	Format 07, after approval

	Stops work for a cause beyond your control
	Format 08

	Refuses or postpones someone's leave
	Format 09

	Tells one person or team to do something
	Format 02

	Tells everyone something that changes no condition
	Format 01



What applies at your size
Count the workers in the establishment, then read down to your row: each row adds to the ones above it. Section 5 says where each rule comes from.
	Workers
	What applies

	Any number
	The 21-day notice of change for workers (Format 03); the POSH display; the fines notice if you fine at all (Format 07); a memo for any order you may need to enforce (Format 02)

	Ten or more
	Add the notice of periods of work (Format 05) and an Internal Committee, whose order goes on the POSH display

	Fifty or more, in a factory, mine or plantation
	Add lay-off compensation if a stoppage runs on (Format 08)

	300 or more on any day of the last twelve months
	Add every standing orders notice in section 3, Form (i) for shifts (Format 04), the three languages, the leave refusal in writing (Format 09) and the stoppage notice (Format 08)



Rests on  IR Code, 2020, s.40 and Third Schedule; Model Standing Orders, 2026; OSH Code, 2020, s.31; Code on Wages, 2019, s.19


2.  THE 21-DAY RULE
No employer may change a worker's conditions of service in any matter in the Third Schedule without first giving the workers likely to be affected notice of the change, in the prescribed manner, and then waiting twenty-one days (IR Code, s.40). A circular that changes one of these 'with immediate effect' breaks it.
The eleven matters
	Item
	Third Schedule matter

	1
	Wages, including the period and mode of payment

	2
	Contribution paid or payable by the employer to any provident fund or pension fund, or for the benefit of the workers under any law

	3
	Compensatory and other allowances

	4
	Hours of work and rest intervals

	5
	Leave with wages and holidays

	6
	Starting, alteration or discontinuance of shift working otherwise than in accordance with standing orders

	7
	Classification by grades

	8
	Withdrawal of any customary concession or privilege, or change in usage

	9
	Introduction of new rules of discipline, or alteration of existing rules, except so far as they are provided in standing orders

	10
	Rationalisation, standardisation or improvement of plant or technique likely to lead to retrenchment

	11
	Any increase or reduction (other than casual) in the number of persons employed in any occupation, process, department or shift, not caused by circumstances beyond the employer's control



Who it protects. The notice is owed to workers: clerical, technical, operational and supervisory staff. Section 2(zr) of the IR Code leaves out anyone employed mainly in a managerial or administrative capacity, and a supervisor drawing wages over ₹18,000 a month, or a sum the Centre notifies. In an office, clerical and technical staff are workers too. Section 40 has no headcount threshold.
How the notice is given
Rule 19 of the IR (Central) Rules: in Form-IV, electronically, by speed post or in person, to the workers likely to be affected; uploaded on the establishment's portal, if any; displayed conspicuously on the notice board or electronic notice board at the main entrance; and a copy to the secretary of each registered union or negotiating union. Format 03 follows it.
When no notice is needed
•  The change is made under a settlement or an award.
•  The workers are government servants under the service rules s.40 lists.
•  An emergency needs a change of shift or shift working otherwise than under the standing orders, and you make it in consultation with the Grievance Redressal Committee.
•  The change follows an order of the appropriate Government.
When notice is not enough
While an industrial dispute is pending before a conciliation officer, an arbitrator or a Tribunal, you may not alter to the workers' prejudice any condition of service connected with that dispute without the express written permission of the authority hearing it, notice or no notice (IR Code s.90(1)). A worker aggrieved can complain straight to that authority, and a Tribunal decides the complaint as a dispute (s.91). Matters not connected with the dispute go ahead under your standing orders or the contract (s.90(2)).
What skipping it costs. Section 40 carries no penalty of its own. Section 86(20) fines any contravention not covered elsewhere up to ₹1,00,000; that it reaches a change made without notice is our reading.
Rests on  IR Code, 2020, s.40, Third Schedule, s.2(zr) and s.86(20); IR (Central) Rules, 2026, rule 19 and Form-IV


3.  WHAT MUST BE ON THE NOTICE BOARD, AND IN WHICH LANGUAGE
Where standing orders apply (the 300 row of the size table in section 1), the Model Standing Orders name each of these. Clause numbers differ between the manufacturing schedule (B) and the services schedule (C); a mine follows Schedule A, not covered here. These are the notices that announce or change working conditions. Other displays sit with their own subject, such as the maternity benefit abstract in the maternity policy pack.
	Notice
	Schedule B
	Schedule C
	Language
	Where
	Format

	Hours of work
	4(1)
	4(1)
	Hindi, English and local language
	Notice board or electronic board, and portal
	06

	Any change in hours, shifts, timings or staggered weekly holidays
	4(2)
	4(2)
	Not specified
	Notice board or electronic board
	04 or 03

	Holidays and pay days, and the list of national and festival holidays
	5(1), 5(2)
	5(1), 5(2)
	Not specified
	Notice board or electronic board, and portal
	06

	Wage rates
	6
	6
	Hindi, English and local language
	Notice board or electronic board, and website or portal
	06

	Discontinuing or restarting a shift, in Form (i)
	8
	8
	Not specified
	Notice board or electronic board and portal, and a copy to each registered union
	04

	Wage period and payment date
	12(7)
	13(7)
	Hindi, English and local language
	Notice board or electronic board, and portal
	06

	A stoppage of work, and when work resumes
	21(2), 21(5)
	22(2), 22(5)
	Not specified
	Notice board, HR portal or any electronic medium
	08

	The standing orders themselves
	27
	28
	Hindi, English and local language
	Notice board or electronic board, and HR portal
	None: display the orders



These rest on the Codes themselves and apply whether or not standing orders do:
	Notice
	Rests on
	Where and how
	Format

	Notice of change of service conditions, Form-IV
	IR Code s.40; IR (Central) Rules rule 19
	To each worker affected, on the portal, at the main entrance, and a copy to each registered union
	03

	Notice of periods of work, Form-XII
	OSH Code s.31; OSH (Central) Rules rule 71
	Conspicuous places, and a copy to the Inspector-cum-Facilitator
	05

	Acts and omissions for which a fine may be imposed
	Code on Wages s.19(2); Wages (Central) Rules rule 15
	Hindi, English and local language, a copy to the Inspector-cum-Facilitator
	07

	The weekly rest day and any change to it
	Wages (Central) Rules rule 6(1), third proviso
	Conspicuous place or electronically, before the change
	06

	Penal consequences of sexual harassment and the order constituting the Internal Committee
	POSH Act s.19(b)
	Any conspicuous place
	None: display the order



Three languages means all three: Hindi, English and the local language, on one notice or side by side. An electronic notice board can stand in for the physical one wherever the clause says 'or electronic'; an email to staff is not one. For a workplace in a Hindi-speaking State, Hindi is, on our reading, the local language too. In the services schedule, the hours of work in the IT sector follow the agreement or the appointment letter (Schedule C clause 4(1), proviso), and clause 9 lets you allow work from home: a circular is how both are announced.
Rests on  Model Standing Orders, 2026, clauses 4, 5, 6, 8, 9 (C), 12(7) (B) / 13(7) (C), 21 (B) / 22 (C), 27 (B) / 28 (C); OSH Code, 2020, s.31; Code on Wages, 2019, s.19(2); Wages (Central) Rules, 2026, rules 6 and 15; POSH Act, 2013, s.19(b)


4.  PROVING IT REACHED PEOPLE
A notice is given when you can show it was given. For each one, keep:
•  the date it went up and where, with a photograph of the board or a screenshot of the portal;
•  the languages it went up in;
•  the date a copy went to each registered union, and to the Inspector-cum-Facilitator where the law asks for one, with the speed post receipt or the email;
•  for a memo, the employee's signed and dated receipt.
Format 10 holds all of it in one register.
Why a memo, not a word in passing
Where standing orders apply, wilful insubordination or disobedience of any lawful or reasonable order of a superior is misconduct, and 'the order of the superior shall normally be in writing' (Schedule B clause 23(5)(c), Schedule C clause 24(5)(c), proviso). A spoken order is a weak footing for a charge. Refusing to accept an order or notice communicated in writing is itself misconduct (clause 23(5)(t) or 24(5)(t)): if someone will not take a memo, note the date and time and have two colleagues sign that it was offered.
When it comes to a charge, the warning letter pack has the show cause notice and the charge-sheet.
Rests on  Model Standing Orders, 2026, Schedule B clause 23(5)(c) and (t), Schedule C clause 24(5)(c) and (t); IR (Central) Rules, 2026, rule 19


5.  WHO THESE RULES REACH
The size table in section 1 sums this up. Here is where each rule comes from.
•  The 21-day rule, s.40: every employer, for workers as section 2 describes them. No headcount threshold.
•  The Model Standing Orders: an industrial establishment of 300 or more workers on any day of the preceding twelve months (IR Code, s.28(1)). The Central Government makes them for every such establishment, whichever Government's sphere it is in (s.29(1)), and they are deemed adopted until your own standing orders are certified (s.29(2)). Below that, the clauses in section 3 are good practice, not a duty.
•  The notice of periods of work, OSH Code s.31: every establishment, which the Code defines as a place with ten or more workers (s.2(1)(v)). Below ten, your State's Shops and Establishments Act sets the rule.
•  The fines notice, Code on Wages s.19: any employer who fines at all.
•  The POSH display, s.19(b): every employer. Below ten workers there is no Internal Committee to name, because complaints go to the Local Committee instead (s.4(1) and s.6(1)).
Which form. Form-IV, Form-XII and rules 6, 14 and 15 are the Central Rules', and bind where the Central Government is the appropriate Government: railways, mines, major ports, banks and insurance among others. For most private employers the State is (IR Code s.2(b); Code on Wages s.2(d)), and under the OSH Code every factory is the State's, whoever owns it (s.2(1)(d)(ii)), so Form-XII as printed never binds a factory. Your State's rules prescribe the form, which is usually close to the Central one. The 21 days, the three languages of the standing orders and the s.19 limits come from the Codes and the model standing orders, and apply either way.
What a missing notice costs elsewhere: under the OSH Code, its general penalty of ₹2,00,000 to ₹3,00,000 (s.94); under the Code on Wages, up to ₹20,000 after a written direction to comply (s.54(1)(c) and (3)). Both are our reading of which penalty applies. The POSH display has its own: a fine of up to ₹50,000, and twice that for a repeat (POSH Act s.26). Acting against standing orders 'finally certified' is punishable with ₹1,00,000 to ₹2,00,000 (IR Code s.86(11)); whether that reaches model orders only deemed adopted is not settled.
Rests on  IR Code, 2020, s.2(b), s.28(1), s.29; OSH Code, 2020, s.2(1)(v), s.31, s.94; Code on Wages, 2019, s.2(d), s.19, s.54; POSH Act, 2013, s.19(b)


6.  TEN FORMATS
Everything in [CAPITALS] is yours to fill or delete. Where a bracket offers choices split by '/', keep one.
FORMAT 01  ·  OFFICE CIRCULAR
Note for HR, delete before sending: For news everyone needs that changes no condition of service: a visit, a training day, a new canteen timing set by the vendor, an office move. If it changes anything in the Third Schedule list in section 2, stop and use Format 03.
The letter starts below.
[COMPANY LETTERHEAD]
Ref: [REFERENCE NO.]                    Date: [DD-MMM-YYYY]
CIRCULAR No. [NUMBER]/[YEAR]
To: All staff of [ESTABLISHMENT NAME] / [DEPARTMENT]
Subject: [SUBJECT]
[What is happening, in two or three sentences.]
[Who it affects, and what they need to do, if anything.]
Date it applies from: [DD-MMM-YYYY]
Questions to: [NAME, DESIGNATION, EXTENSION OR EMAIL]
Displayed on: [ ] notice board  [ ] electronic notice board or HR portal  [ ] email to all staff.   Languages: [ENGLISH / HINDI / LOCAL LANGUAGE]

Issued for [ESTABLISHMENT NAME]
[NAME], [DESIGNATION]


FORMAT 02  ·  OFFICE MEMO
Note for HR, delete before sending: For one person or one team: an instruction, a reminder, a request for information. The standing orders treat an order of a superior as normally in writing, so a memo is what turns an instruction into one that can be enforced. If the employee refuses to take it, write the date and time below the receipt line and have two colleagues sign that it was offered (section 4).
The letter starts below.
[COMPANY LETTERHEAD]
Ref: [REFERENCE NO.]                    Date: [DD-MMM-YYYY]
MEMO
From: [NAME, DESIGNATION]          To: [NAME, EMPLOYEE CODE, DESIGNATION]
Subject: [SUBJECT]
You are asked to [THE INSTRUCTION, SPECIFIC AND LAWFUL] by [DD-MMM-YYYY, TIME].
The reason: [WHY, IN ONE SENTENCE].
If anything stops you doing this, tell [NAME] before [TIME] so we can agree another way.

Issued by
[NAME], [DESIGNATION]

Received a copy.
Signature of the employee: ______________________       Date: ______________


FORMAT 03  ·  NOTICE OF CHANGE OF SERVICE CONDITIONS
Note for HR, delete before sending: Form-IV under rule 19 of the IR (Central) Rules. Give it at least 21 days before the change. If you are in the State sphere (section 5 says which you are), use your State's form; the 21 days come from the Code and apply either way. Counting them, on our reading: leave out the day you give the notice and make the change no earlier than the day after the 21th day, so a notice given on 01-Nov-2026 takes effect on 23-Nov-2026 at the earliest.
The form starts below.
FORM-IV (See rule 19)
NOTICE OF CHANGE OF SERVICE CONDITIONS
Name of employer: [NAME]
Address: [ADDRESS]
Dated the [DAY] day of [MONTH] [YEAR]
In accordance with sub-section (1) of section 40 of the Industrial Relations Code, 2020 (35 of 2020), I/We hereby give notice to all concerned that it is my/our intention to effect the change/changes specified in the annexure, with effect from [DD-MMM-YYYY, AT LEAST 21 DAYS AFTER THE DATE ABOVE] in the conditions of service applicable to workers in respect of the matters specified in the Third Schedule to the said Code.
ANNEXURE
Third Schedule item: [NUMBER AND MATTER, FROM SECTION 2]
The change: [WHAT IS NOW, AND WHAT IT WILL BE]
Workers affected: [DEPARTMENTS, SHIFTS OR CATEGORIES]
Copy forwarded to: 1. The Secretary of registered Trade Union, if any/Secretary, negotiating union/constituent of negotiating council. 2. Concerned Deputy Chief Labour Commissioner (Central).

Signature: ______________________     Designation: [DESIGNATION]


FORMAT 04  ·  NOTICE OF DISCONTINUANCE OR RESTARTING OF SHIFT WORKING
Note for HR, delete before sending: Form (i) of the Model Standing Orders, 21 days ahead, displayed and copied to each registered union. For a change to the hours worked, update Format 05 as well. If closing a shift means letting people go, that is retrenchment and the Code's own rules apply (clause 7(4)): for a worker with one year of continuous service, one month's notice in writing with the reasons, or pay instead; compensation of fifteen days' average pay for every completed year, or part over six months; and notice to the Government (IR Code s.70).
The form starts below.
Form (i) (See Model Standing Order 8)
Notice of discontinuance/restarting of a shift working to be given by manager
Name of employer: [NAME]
Address: [ADDRESS]
Date the [DAY] day of [MONTH] [YEAR]
In accordance with standing order No. [CLAUSE] of the standing orders certified and approved in respect of my/our industrial establishment, I/we hereby give notice to all concerned that it is my/our intention to discontinue/restart the shift working specified in the Annexure with effect from [DD-MMM-YYYY, AT LEAST 21 DAYS AFTER THE DATE ABOVE].
Annexure: [THE SHIFT, ITS TIMINGS, THE DEPARTMENTS, AND WHAT CHANGES]
Copy forwarded to: (1) The Secretary of registered trade union, if any. (2) The Assistant Labour Commissioner (Central). (3) The Regional Labour Commissioner (Central) Zone. (4) The Chief Labour Commissioner (Central), New Delhi.
Note: The notice should be sent by speed post on the designated email of the endorsee.

Signature with name: ______________________     Designation: [DESIGNATION]


FORMAT 05  ·  NOTICE OF PERIODS OF WORK
Note for HR, delete before sending: Form-XII under rule 71 of the OSH (Central) Rules. Keep it up to date, tell the Inspector-cum-Facilitator before you change it, and send them a copy. The particulars are the form's; the form sets groups A to H as columns, laid out here as rows.
The notice starts below.
FORM-XII (See rule 71)   NOTICE OF PERIODS OF WORK
Name of the Establishment: [NAME]     Place: [PLACE]     District: [DISTRICT]
	Periods of work
	Group or relay
	Men
	Women
	Description of group, nature of work
	Remarks

	On working days: from [TIME] to [TIME], and from [TIME] to [TIME]
	[A]
	
	
	
	

	On working days: from [TIME] to [TIME], and from [TIME] to [TIME]
	[B]
	
	
	
	

	On partial working days: from [TIME] to [TIME]
	[A]
	
	
	
	



Total number of men employed: [ ]     Total number of women employed: [ ]
Date on which this notice is first exhibited: [DD-MMM-YYYY]     Signature of employer: __________     Date: [DD-MMM-YYYY]
Copy sent to the Inspector-cum-Facilitator on [DD-MMM-YYYY] by [EMAIL / SPEED POST]. Before any change: intimated on [DD-MMM-YYYY]; last change was on [DD-MMM-YYYY], at least a week earlier.


FORMAT 06  ·  STANDING DISPLAY NOTICE
Note for HR, delete before sending: Hours of work, rest day, holidays, pay day, wage period and wage rates, on one sheet, in three languages. A change to the hours, holidays, pay day or wage period is a Third Schedule change: give Format 03 first, wait 21 days, then replace this sheet. Keep every time, date and rate identical in the three blocks; translate the words, not the figures.
The notice starts below.
[ESTABLISHMENT NAME]: HOURS, HOLIDAYS AND PAY
[ENGLISH]
	Item
	Detail

	Hours of work
	[SHIFT]: [TIME] to [TIME], rest interval [TIME] to [TIME]

	Weekly rest day
	[DAY]. Any change will be put up here before it takes effect.

	Holidays
	[LIST, OR 'SEE THE HOLIDAY LIST BESIDE THIS NOTICE']

	Wage period
	[MONTHLY / FORTNIGHTLY / WEEKLY / DAILY]

	Pay day
	[BY THE SEVENTH DAY OF THE NEXT MONTH / DATE]

	Wage rates
	[CATEGORY OR GRADE: RATE], or see the wage rate sheet beside this notice



[HINDI]
	Item
	Detail

	Hours of work
	[SHIFT]: [TIME] to [TIME], rest interval [TIME] to [TIME]

	Weekly rest day
	[DAY]. Any change will be put up here before it takes effect.

	Holidays
	[LIST, OR 'SEE THE HOLIDAY LIST BESIDE THIS NOTICE']

	Wage period
	[MONTHLY / FORTNIGHTLY / WEEKLY / DAILY]

	Pay day
	[BY THE SEVENTH DAY OF THE NEXT MONTH / DATE]

	Wage rates
	[CATEGORY OR GRADE: RATE], or see the wage rate sheet beside this notice



[LOCAL LANGUAGE]
	Item
	Detail

	Hours of work
	[SHIFT]: [TIME] to [TIME], rest interval [TIME] to [TIME]

	Weekly rest day
	[DAY]. Any change will be put up here before it takes effect.

	Holidays
	[LIST, OR 'SEE THE HOLIDAY LIST BESIDE THIS NOTICE']

	Wage period
	[MONTHLY / FORTNIGHTLY / WEEKLY / DAILY]

	Pay day
	[BY THE SEVENTH DAY OF THE NEXT MONTH / DATE]

	Wage rates
	[CATEGORY OR GRADE: RATE], or see the wage rate sheet beside this notice



Put up on [DD-MMM-YYYY] by [NAME]. Also on the portal at [LINK].


FORMAT 07  ·  NOTICE OF ACTS AND OMISSIONS FOR WHICH FINES MAY BE IMPOSED
Note for HR, delete before sending: Only after the acts and omissions are approved. Without an approved notice on display, no fine may be imposed at all. Send the list for approval to the authority your State's rules name; in the Central sphere it is the Deputy Chief Labour Commissioner (Central) (rule 14).
The letter starts below.
[COMPANY LETTERHEAD]
Ref: [REFERENCE NO.]                    Date: [DD-MMM-YYYY]
NOTICE OF ACTS AND OMISSIONS FOR WHICH FINES MAY BE IMPOSED
Under section 19 of the Code on Wages, 2019. Approved by [AUTHORITY] on [DD-MMM-YYYY], reference [NUMBER].
A fine may be imposed only for the following acts and omissions:
1. [ACT OR OMISSION, EXACTLY AS APPROVED]
2. [ACT OR OMISSION, EXACTLY AS APPROVED]
3. [ACT OR OMISSION, EXACTLY AS APPROVED]
Before any fine, you will be told in writing what you are said to have done and given the chance to show cause against it.
The fines in any one wage period will not exceed 3% of your wages for that period. No fine is imposed on anyone under fifteen. A fine is not recovered in instalments, or more than ninety days after it was imposed.
Every fine is entered in a register, and the money is used only for purposes that benefit the staff, as approved.

For [ESTABLISHMENT NAME]
[NAME], [DESIGNATION]


FORMAT 08  ·  NOTICE OF STOPPAGE OF WORK
Note for HR, delete before sending: For a power cut, a breakdown, a fire or any cause beyond your control. Put it up as soon as you can, and the resumption notice at the bottom before work restarts. If it runs on, it becomes a lay-off: a worker who reports and is not given work within two hours of reporting is laid off for that day (IR Code s.2(t)). In a factory, mine or plantation averaging 50 or more workers, anyone with a year's continuous service, other than a badli or casual worker, is then owed 50% of basic pay and DA for each day (s.65 and s.67). In such an establishment of 300 or more, a lay-off needs the Government's permission first, unless it is due to a shortage of power or a natural calamity (s.77(3) and s.78(1)); the same compensation is paid (s.78(10)), and a lay-off without a permission it needed is illegal, with full benefits due (s.78(8)).
The letter starts below.
[COMPANY LETTERHEAD]
Ref: [REFERENCE NO.]                    Date: [DD-MMM-YYYY]
NOTICE OF STOPPAGE OF WORK
Because of [POWER FAILURE / BREAKDOWN OF MACHINERY / FIRE / OTHER CAUSE BEYOND OUR CONTROL], work in [SECTIONS OR DEPARTMENTS] stopped at [TIME] on [DD-MMM-YYYY].
Work is expected to resume at [TIME] on [DD-MMM-YYYY].
Workers in these sections should [REMAIN AT THEIR PLACE OF WORK / LEAVE AND RETURN AT THE TIME ABOVE].
If you are asked to stay: you will not ordinarily be kept more than two hours after the stoppage began. A wait of one hour or less is not paid; a wait of more than one hour is paid for the whole time. Piece-rate workers are paid on their average daily earning for the previous month.
RESUMPTION: Work in [SECTIONS] will resume at [TIME] on [DD-MMM-YYYY]. Please report at the usual place.

For [ESTABLISHMENT NAME]
[NAME], [DESIGNATION]


FORMAT 09  ·  LEAVE REFUSAL OR POSTPONEMENT MEMO
Note for HR, delete before sending: The standing orders require the refusal and the reasons in writing. Send it with the decision, not after the leave date has passed.
The letter starts below.
[COMPANY LETTERHEAD]
Ref: [REFERENCE NO.]                    Date: [DD-MMM-YYYY]
To: [NAME], Employee Code [CODE], [DEPARTMENT]
Subject: Your leave application dated [DD-MMM-YYYY]
Your application for [TYPE] leave from [DD-MMM-YYYY] to [DD-MMM-YYYY] has been [REFUSED / POSTPONED TO DD-MMM-YYYY TO DD-MMM-YYYY].
The reasons: [SPECIFIC REASONS, FOR EXAMPLE THE ANNUAL SHUTDOWN MAINTENANCE NEEDS YOUR SECTION AT FULL STRENGTH IN THOSE DAYS].
You may apply again for [DATES OR 'ANY OTHER DATES']. Your leave balance is unchanged.
[FOR ANNUAL LEAVE WITH WAGES, WHERE THE OSH CODE APPLIES: Leave you applied for and were refused carries forward to next year without the usual thirty-day limit.]

Authorised to decide leave
[NAME], [DESIGNATION]

Received a copy.
Signature of the employee: ______________________       Date: ______________


FORMAT 10  ·  CIRCULAR AND NOTICE REGISTER
Note for HR, delete before sending: One row per circular, memo or notice. This is your proof that it went up, in which languages, and who received it.
The register starts below.
	No. and date
	Type
	Subject
	Third Schedule item?
	Effective from
	Languages
	Where displayed
	Union / Inspector copy
	Received by

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	




7.  EIGHT MISTAKES
1.  'With immediate effect' on a change to pay, hours or leave
Any change in a Third Schedule matter needs notice 21 days ahead (IR Code s.40). A circular dated today and effective today breaks it.
2.  Quietly withdrawing a perk
Stopping the bus, the tea or a customary gift is item 8 of the Third Schedule: a customary concession. It needs the same notice.
3.  Hours and wage notices in English only
Where standing orders apply, the hours, the wage rates and the wage period go up in Hindi, English and the local language.
4.  Putting it up and keeping no proof
A notice nobody can show was displayed is a notice that was never given. Log every one in the register, Format 10.
5.  Charging insubordination for a spoken order
The standing orders say a superior's order shall normally be in writing. Issue the memo first.
6.  Fining without an approved notice
Code on Wages s.19(1): a fine is lawful only for acts and omissions approved in advance and on display, and never above 3% of the wages.
7.  Refusing leave without a written reason
The fact of a refusal or postponement and the reasons go to the worker in writing. And refused annual leave is not lost: it carries forward without the thirty-day cap (OSH Code s.32(1)(vii)(b)).
8.  Changing the notice of periods of work on the day
OSH Code s.31(3): tell the Inspector-cum-Facilitator before the change, and not within a week of the last change without their sanction.


8.  WHAT THIS PACK COULD NOT SETTLE
Said plainly, so a gap is not read as an answer.
•  Whether a new office policy is a 'new rule of discipline'. Item 9 of the Third Schedule covers new rules of discipline 'except in so far as they are provided in standing orders'. Our reading: a policy that carries a consequence for breaking it is one, so give notice. No court was read on it.
•  Where copies of Form (i) go for a State-sphere establishment. The form, made by the Central Government for every establishment, lists only Central labour officers. Ask your State labour department; this pack did not settle it.
•  Whether a chat group counts as the 'electronic notice board' or 'IT application' the standing orders name. Our reading: use it as well as, not instead of, the board and the portal, and log it in Format 10.
•  Whether a change made without notice is punishable under s.86(20). Section 40 has no penalty of its own and s.86(20) catches any provision not covered elsewhere; that it reaches s.40 is our reading.
•  Whether a change in the workers' favour, such as a pay rise, needs notice. Section 40's words cover any change, and nothing read exempts a favourable one. Our reading: always give it for a cut or a withdrawal; for a rise it costs nothing, so give it there too.


9.  THIRTY-SIX CITATIONS
Each read at its own provision in the official text, 21-Oct-2026.
	Provision
	What it decides

	IR Code, 2020, s.40 and provisos (a) to (d)
	No change in a Third Schedule matter without notice, or within twenty-one days of it; the four exceptions

	IR Code, 2020, Third Schedule, items 1 to 11
	The conditions of service a notice of change covers

	IR Code, 2020, s.2(zr)
	Who is a worker: not a manager or administrator, not a supervisor drawing wages over ₹18,000 a month

	IR Code, 2020, s.28(1)
	Standing orders at 300 or more workers on any day of the preceding twelve months

	IR Code, 2020, s.29(1) and (2)
	The Central Government makes the model standing orders; deemed adopted until your own are certified

	IR Code, 2020, s.86(20)
	Any other contravention: a fine of up to ₹1,00,000

	IR Code, 2020, s.90 and s.91
	No change to the workers' prejudice in a matter connected with a pending dispute without the authority's written permission; the worker's complaint

	IR Code, 2020, s.70; Model Standing Orders, 2026, clause 7(4)
	Retrenchment when a shift closes: notice, compensation, notice to the Government

	IR Code, 2020, s.86(11)
	Acting against finally certified standing orders: ₹1,00,000 to ₹2,00,000

	IR Code, 2020, s.2(b)
	The appropriate Government, the State for most private employers

	IR (Central) Rules, 2026, rule 19 and Form-IV
	How a notice of change is given: to the workers, on the portal, at the main entrance, to each union

	Model Standing Orders, 2026, clause 4
	Hours of work in three languages; any change in hours or shifts displayed

	Model Standing Orders, 2026, clauses 5 and 6
	Holidays and pay days; wage rates in three languages

	Model Standing Orders, 2026, clauses 7 and 8, and Form (i)
	Twenty-one days' notice of a shift change; Form (i); a copy to each union

	Model Standing Orders, 2026, Schedule B clause 10(6) and (7); Schedule C clause 11(6) and (7)
	Leave refused or postponed: the reasons in writing; an extension decided before the leave ends

	Model Standing Orders, 2026, Schedule B clause 12(7); Schedule C clause 13(7)
	Wage period and payment date in three languages

	Model Standing Orders, 2026, Schedule B clause 21; Schedule C clause 22
	Stoppage of work: the notice, the two hours, pay for detention over one hour, resumption

	Model Standing Orders, 2026, Schedule B clause 23(5)(c) and (t); Schedule C clause 24(5)(c) and (t)
	A superior's order normally in writing; refusing a written order or notice is misconduct

	Model Standing Orders, 2026, Schedule B clause 27; Schedule C clause 28
	The standing orders displayed in three languages

	Model Standing Orders, 2026, Schedule C clause 9
	Work from home, remote location and virtual workplace

	IR Code, 2020, s.2(t) and Explanation
	Lay-off: a worker who reports and is not given work within two hours is laid off that day

	IR Code, 2020, s.65 and s.67
	Lay-off compensation, 50% of basic pay and DA, in a factory, mine or plantation of 50 or more workers

	IR Code, 2020, s.77(3) and s.78(1), (8) and (10)
	In a factory, mine or plantation of 300 or more, lay-off only with permission, unless due to a shortage of power or natural calamity; otherwise illegal; s.67 compensation applies

	OSH Code, 2020, s.31
	Notice of periods of work; a change intimated to the Inspector-cum-Facilitator first, not within a week of the last

	OSH Code, 2020, s.2(1)(v)
	An establishment: ten or more workers

	OSH Code, 2020, s.2(1)(d)
	The appropriate Government; every factory is the State's

	OSH (Central) Rules, 2026, rule 71 and Form-XII
	The notice's form, display and copy to the Inspector-cum-Facilitator

	OSH Code, 2020, s.32(1)(vii)
	Unused annual leave carries forward up to thirty days; leave applied for and refused, without any limit

	OSH Code, 2020, s.94
	General penalty: ₹2,00,000 to ₹3,00,000

	Code on Wages, 2019, s.19
	Fines only for approved acts and omissions on a notice; show cause; 3% of wages; none under fifteen; ninety days; a register

	Code on Wages (Central) Rules, 2026, rules 14 and 15
	Who approves the acts and omissions; the notice in three languages

	Code on Wages (Central) Rules, 2026, rule 6(1), third proviso
	The rest day and any change to it, by notice, before the change

	Code on Wages, 2019, s.54(1)(c) and (3)
	Any other contravention: up to ₹20,000, after a direction to comply

	POSH Act, 2013, s.19(b)
	Display the penal consequences of sexual harassment and the order constituting the Internal Committee

	POSH Act, 2013, s.26
	Non-compliance: a fine of up to ₹50,000, twice for a repeat

	POSH Act, 2013, s.4(1) and s.6(1)
	An Internal Committee by order in writing; below ten workers, the Local Committee
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