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INPUT FIELDS:

EXCEL INPUT FIELDS:

VENDOR
SECTION

TEMPLATE:
Balance Confirmation from Vendors

TEMPLATE USE: 
Take direct balance confirmation from Vendors for internal checks, audit purposes,
fraud detections, accounting reconciliations, etc.

Field Name Type^ Field Particulars Detail/Remarks

From Date A
Activity Start Date (this will 
be letter date)

By default, value set to be current date.

To Date M Activity End Date
Due date till which vendors can submit response to your communication. 
This can be extended from Activity section on need basis.

Company M Sending Entity
Select from drop down. (List will be displayed based on entities created by 
Admin in ‘Company Setup’ section)

Sender M
Name of Person signing on 
letters

Select from drop down. (List will be displayed based on users created by 
Admin in ‘User Management’ section)

Upload Data Sheet M
Upload vendor details in 
excel format.

Download excel format from ‘Download Sample Sheet’ tab, fill all the 
required information and upload.

Confirmation/ Balance 
Date

M Balance confirmation date
Value date for which confirmation is required, for instance for year ending 
balance confirmation date will be “31-03-2XXX”.

Field Name Type^ Desired Field Value

Vendor Name M Name of the vendor.

Address M Postal address of the vendor.

Contact Person
M Name of the contact person of Vendor. In case name is not known, input common description like “The 

Accounts Manager”, etc.

Email M Proper email id of the vendor, to whom communication needs to be addressed.

Contact Number O Contact number of the vendor.

Balance Amount M Amount standing as per your books of accounts.

Credit/Debit Type M Amount indicator as payable or advance (Input proper value as ‘Debit’ or ‘Credit’).

Vendor Code O Vendor code as per your accounting records.

^ A= Auto, M= Mandatory, O= Optional



VENDOR
SECTION

TEMPLATE:
Balance Confirmation Direct to Auditor

TEMPLATE USE: 
Balance confirmations addressed to auditors for internal audit, statutory audit and
verification purposes.

INPUT FIELDS Type^ Field Particulars Detail/Remarks

From Date A
Activity Start Date (this 
will be letter date)

By default, value set to be current date.

To Date M Activity End Date
Due date till which vendor can submit response to your communication. This can 
be extended from Activity section on need basis.

Company M Sending Entity
Select from drop down. (List will be displayed based on entities created by 
Admin in ‘Company Setup’ section)

Sender M
Name of Person signing 
on letters

Select from drop down. (List will be displayed based on users created by Admin 
in ‘User Management’ section)

Upload Data Sheet M
Upload vendor details in 
excel format

Download excel format from ‘Download Sample Sheet’ tab, fill all the required 
information and upload.

Confirmation/ Balance 
Date

M
Balance confirmation 
date

Value date for which confirmation is required, for instance, for year ending 
balance confirmation date will be “31-03-2XXX”.

Auditor M Name of the Auditor
Select from drop down. (List will be displayed based on Auditor Users created by 
Admin in ‘User Management’ section)

EXCEL INPUT FIELDS Type^ Desired Field Value

Vendor Name M Name of the vendor.

Address M Postal address of the vendor.

Contact Person
M Name of the contact person of Vendor. In case name is not known, input common description like “The 

Accounts Manager” etc.

Email M Proper email id of the vendor, to whom communication needs to be addressed.

Contact Number O Contact number of the vendor.

Balance Amount M Amount standing as per your books of accounts.

Credit/Debit Type M Amount indicator as payable or advance (Input proper value as ‘Debit’ or ‘Credit’.

Vendor Code O Vendor code as per your accounting records.

^ A= Auto, M= Mandatory, O= Optional



INPUT FIELDS:

EXCEL INPUT FIELDS:

VENDOR 
SECTION

TEMPLATE:
MSME Confirmation from Vendors

TEMPLATE USE: 
Take MSME confirmation from Vendors for regulatory compliance of the Companies
Act, MSME Act, etc.

Field Name Type^ Field Particulars Detail/Remarks

From Date A
Activity Start Date (this will 
be letter date)

By default, value set to be current date.

To Date M Activity End Date
Due date till which vendors can submit response to your communication. 
This can be extended from Activity section on need basis.

Company M Sending Entity
Select from drop down. (List will be displayed based on entities created by 
Admin in ‘Company Setup’ section)

Sender M
Name of Person signing on 
letters

Select from drop down. (List will be displayed based on users created by 
Admin in ‘User Management’ section)

Upload Data Sheet M
Upload vendor details in 
excel format.

Download excel format from ‘Download Sample Sheet’ tab, fill all the 
required information and upload.

Field Name Type^ Desired Field Value

Vendor Name M Name of the vendor.

Address M Postal address of the vendor.

Contact Person M
Name of the contact person of Vendor. In case name is not known, input common description like “The 
Accounts Manager” etc.

Email M Proper email id of the vendor, to whom communication needs to be addressed.

Contact Number O Contact number of the vendor.

Vendor Code O Vendor code as per your accounting records.

^ A= Auto, M= Mandatory, O= Optional



VENDOR 
SECTION

TEMPLATE:
Periodic Account Ledger Statement from
Vendors

TEMPLATE USE: 
For asking periodic account ledger statement from vendors for reconciliation, audit
and other purposes.

INPUT FIELDS Type^ Field Particulars Detail/Remarks

From Date A
Activity Start Date (this will 
be letter date)

By default, value set to be current date.

To Date M Activity End Date
Due date till which vendors can submit response to your communication. This can 
be extended from Activity section on need basis.

Company M Sending Entity
Select from drop down. (List will be displayed based on entities created by Admin 
in ‘Company Setup’ section)

Sender M
Name of Person signing on 
letters

Select from drop down. (List will be displayed based on users created by Admin in 
‘User Management’ section)

Statement from Date M
Periodic statement from 
date

The date of “Statement of Account” from which the statement is required.

Statement to Date M Periodic statement to date The date of “Statement of Account” till which the statement is required.

Upload Data Sheet M
Upload vendor details in 
excel format.

Download excel format from ‘Download Sample Sheet’ tab, fill all the required 
information and upload.

Format M PDF/EXCEL/WORD/CSV Vendor need to share statement of Account in format selected.

EXCEL INPUT FIELDS Type^ Desired Field Value

Vendor Name M Name of the vendor.

Address M Postal address of the vendor.

Contact Person M
Name of the contact person of Vendor. In case name is not known, input common description like “The 
Accounts Manager” etc.

Email M Proper email id of the vendor, to whom communication needs to be addressed.

Contact Number O Contact number of the vendor.

Vendor Code O Vendor code as per your accounting records.

^ A= Auto, M= Mandatory, O= Optional



INPUT FIELDS:

EXCEL INPUT FIELDS:

VENDOR 
SECTION

TEMPLATE:
Copy of PAN/TAN/GST certificates from
Vendors

TEMPLATE USE: 
Collection of statutory documents such as PAN/TAN/GST to reinforce internal controls
and assure statutory compliances

Field Name Type^ Field Particulars Detail/Remarks

From Date A
Activity Start Date (this will 
be letter date)

By default, value set to be current date.

To Date M Activity End Date
Due date till which vendors can submit response to your communication. 
This can be extended from Activity section on need basis.

Company M Sending Entity
Select from drop down. (List will be displayed based on entities created by 
Admin in ‘Company Setup’ section)

Sender M
Name of Person signing on 
letters

Select from drop down. (List will be displayed based on users created by 
Admin in ‘User Management’ section)

Upload Data Sheet M
Upload vendor details in 
excel format.

Download excel format from ‘Download Sample Sheet’ tab, fill all the 
required information and upload.

Type M PAN/TAN/GST Select document required to be collected from vendors.

Field Name Type^ Desired Field Value

Vendor Name M Name of the vendor.

Address M Postal address of the vendor.

Contact Person M
Name of the contact person of Vendor. In case name is not known, input common description like “The 
Accounts Manager” etc.

Email M Proper email id of the vendor, to whom communication needs to be addressed.

Contact Number O Contact number of the vendor.

Vendor Code O Vendor code as per your accounting records.

^ A= Auto, M= Mandatory, O= Optional



VENDOR 
SECTION

TEMPLATE:
Follow-up with Vendors for GST Input Tax
Credit

TEMPLATE USE: 
Follow-up with vendors for GST Input Tax Credit (ITC) not reflecting in GSTR-2A report.

INPUT FIELDS Type^ Field Particulars Detail/Remarks

From Date A
Activity Start Date (this will 
be letter date)

By default, value set to be current date

To Date M Activity End Date
Due date till which vendors can submit response to your communication. 
This can be extended from Activity section on need basis.

Company M Sending Entity
Select from drop down. (List will be displayed based on entities created by 
Admin in ‘Company Setup’ section)

Sender M
Name of Person signing on 
letters

Select from drop down. (List will be displayed based on users created by 
Admin in ‘User Management’ section)

ITC From Date M ITC from Date Period start date for which GST reconciliation belongs

ITC To Date M ITC till Date Period end date for which GST reconciliation belongs

Upload Data Sheet M
Upload vendor details in 
excel format.

Download excel format from ‘Download Sample Sheet’ tab, fill all the 
required information and upload

EXCEL INPUT FIELDS Type^ Desired Field Value

Vendor Name M Name of the vendor.

Address M Postal address of the vendor.

Contact Person M
Name of the contact person of Vendor. In case name is not known, input common description like “The 
Accounts Manager” etc.

Email M Proper email id of the vendor, to whom communication needs to be addressed.

Contact Number O Contact number of the vendor.

Balance Amount M Amount of GST input Tax Credit not reflecting in your GSTR-2A report.

Vendor Code O Vendor code as per your accounting records.

^ A= Auto, M= Mandatory, O= Optional



INPUT FIELDS: 

VENDOR 
SECTION

TEMPLATE:
Open format for communication with
Vendors

TEMPLATE USE: 
Multi purpose format for communication with Vendors. User can define the subject,
letter text, optional attachment and response requirement.

Field Name Type^ Field Particulars Detail/Remarks

From Date A
Activity Start Date (this will 
be letter date)

By default, value set to be current date.

To Date M Activity End Date
Due date till which vendors can submit response to your communication. 
This can be extended from Activity section on need basis.

Company M Sending Entity
Select from drop down. (List will be displayed based on entities created by 
Admin in ‘Company Setup’ section)

Sender M
Name of Person signing on 
letters

Select from drop down. (List will be displayed based on users created by 
Admin in ‘User Management’ section)

Upload Data Sheet M
Upload vendor details in 
excel format

Download excel format from ‘Download Sample Sheet’ tab, fill all the 
required information and upload.

Optional Attachment O
Attachment with 
Communication

File should be in relevant format and size.

Reply/Acceptance M Yes/No
If response required from vendors, select ‘Yes’. Otherwise ’No’. If No is 
selected, activity will get closed on sending, vendor need not to reply back.

Subject M Subject line text A subject line specifying the topic of the communication.

Para 1 M Communication Content State the first para of the communication letter.

Para 2 O Supporting Content State the second para of the communication letter.

Para 3 O Supporting Content State the third para of the communication letter.

^ A= Auto, M= Mandatory, O= Optional



EXCEL INPUT FIELDS:

VENDOR 
SECTION

TEMPLATE:
Open format for communication with
Vendors (Cont….)

TEMPLATE USE: 
Multi purpose format for communication with Vendors. User can define the subject,
letter text, optional attachment and response requirement.

Field Name Type^ Desired Field Value

Vendor Name M Name of the vendor.

Address M Postal address of the vendor.

Contact Person M
Name of the contact person of Vendor. In case name is not known, input common description like “The 
Accounts Manager” etc.

Email M Proper email id of the vendor, to whom communication needs to be addressed.

Contact Number O Contact number of the vendor.

Vendor Code O Vendor code as per your accounting records.

^ A= Auto, M= Mandatory, O= Optional



INPUT FIELDS:

EXCEL INPUT FIELDS:

CUSTOMER 
SECTION

TEMPLATE: 
Balance Confirmation from Customers

TEMPLATE USE: 
Take balance confirmation from Customers for internal checks, audit purposes, fraud
detections, accounting reconciliations, etc.

Field Name Type^ Field Particulars Detail/Remarks

From Date A
Activity Start Date (this 
will be letter date)

By default, value set to be current date.

To Date M Activity End Date
Due date till which customers can submit response to your communication. 
This can be extended from Activity section on need basis.

Company M Sending Entity
Select from drop down. (List will be displayed based on entities created by 
Admin in ‘Company Setup’ section)

Sender M
Name of Person signing on 
letters

Select from drop down. (List will be displayed based on users created by 
Admin in ‘User Management’ section)

Upload Data Sheet M
Upload customers detail in 
excel format.

Download excel format from ‘Download Sample Sheet’ tab, fill all the 
required information and upload.

Confirmation/ Balance 
Date

M Balance confirmation date
Value date for which confirmation is required, for instance for year ending 
balance confirmation date will be “31-03-2XXX”.

Field Name Type^ Desired Field Value

Customer Name M Name of the customer.

Address M Postal address of the customer.

Contact Person M
Name of the contact person of Customer. In case name is not known, input common description like “The 
Accounts Manager” etc.

Email M Proper email id of the customer, to whom communication needs to be addressed.

Contact Number O Contact number of the customer.

Balance Amount M Amount standing as per your books of accounts.

Credit/Debit Type M Amount indicator as receivable or advance (Input proper value as ‘Debit’ or ‘Credit’).

Customer Code O Customer code as per your accounting records.

^ A= Auto, M= Mandatory, O= Optional



CUSTOMER 
SECTION

TEMPLATE: 
Balance Confirmation Direct to Auditor

TEMPLATE USE: 
Balance confirmations addressed to auditors for internal audit, statutory audit and
verification purposes.

INPUT FIELDS Type^ Field Particulars Detail/Remarks

From Date A
Activity Start Date (this will 
be letter date)

By default, value set to be current date.

To Date M Activity End Date
Due date till which customers can submit response to your communication. This 
can be extended from Activity section on need basis.

Company M Sending Entity
Select from drop down. (List will be displayed based on entities created by 
Admin in ‘Company Setup’ section)

Sender M
Name of Person signing on 
letters

Select from drop down. (List will be displayed based on users created by Admin 
in ‘User Management’ section)

Upload Data Sheet M
Upload customers details in 
excel format.

Download excel format from ‘Download Sample Sheet’ tab, fill all the required 
information and upload.

Confirmation/ Balance 
Date

M Balance confirmation date
Value date for which confirmation is required, for instance for year ending 
balance confirmation date will be “31-03-2XXX”.

Auditor M Name of the Auditor
Select from drop down. (List will be displayed based on Auditor Users created 
by Admin in ‘User Management’ section)

EXCEL INPUT FIELDS Type^ Desired Field Value

Customer Name M Name of the customer.

Address M Postal address of the customer.

Contact Person M
Name of the contact person of customer. In case name is not known, input common description like “The 
Accounts Manager” etc.

Email M Proper email id of the customer, to whom communication needs to be addressed.

Contact Number O Contact number of the customer.

Balance Amount M Amount standing as per your books of accounts.

Credit/Debit Type M Amount indicator as receivable or advance (Input proper value as ‘Debit’ or ‘Credit’).

Customer Code O Customer code as per your accounting records.

^ A= Auto, M= Mandatory, O= Optional



CUSTOMER 
SECTION

TEMPLATE: 
Periodic Account Ledger Statement from
Customers

TEMPLATE USE: 
For asking periodic account ledger statement from customers for reconciliation, audit
and other purposes.

INPUT FIELDS Type^ Field Particulars Detail/Remarks

From Date A
Activity Start Date (this will 
be letter date)

By default, value set to be current date.

To Date M Activity End Date
Due date till which customers can submit response to your communication. This 
can be extended from Activity section on need basis.

Company M Sending Entity
Select from drop down. (List will be displayed based on entities created by 
Admin in ‘Company Setup’ section)

Sender M
Name of Person signing on 
letters

Select from drop down. (List will be displayed based on users created by Admin 
in ‘User Management’ section)

Statement from Date M Periodic statement from date The date of “Statement of Account” from which the statement is required.

Statement to Date M Periodic statement to date The date of “Statement of Account” till which the statement is required.

Upload Data Sheet
M

Upload customers details in 
excel format.

Download excel format from ‘Download Sample Sheet’ tab, fill all the required 
information and upload.

Format M PDF/EXCEL/WORD/CSV Customer need to share statement of Account in format selected.

EXCEL INPUT FIELDS Type^ Desired Field Value

Customer Name M Name of the customer.

Address M Postal address of the customer.

Contact Person M
Name of the contact person of customer. In case name is not known, input common description like “The 
Accounts Manager” etc.

Email M Proper email id of the customer, to whom communication needs to be addressed.

Contact Number O Contact number of the customer.

Customer Code O Customer code as per your accounting records.

^ A= Auto, M= Mandatory, O= Optional



INPUT FIELDS:

EXCEL INPUT FIELDS:

CUSTOMER 
SECTION

TEMPLATE: 
Copy of PAN/TAN/GST Certificates from
Customers

TEMPLATE USE: 
Collection of statutory documents such as PAN/TAN/GST to reinforce internal controls
and assure statutory compliances

Field Name Type^ Field Particulars Detail/Remarks

From Date A
Activity Start Date (this will 
be letter date)

By default, value set to be current date.

To Date M Activity End Date
Due date till which customers can submit response to your communication. 
This can be extended from Activity section on need basis.

Company M Sending Entity
Select from drop down. (List will be displayed based on entities created by 
Admin in ‘Company Setup’ section)

Sender M
Name of Person signing on 
letters

Select from drop down. (List will be displayed based on users created by 
Admin in ‘User Management’ section)

Upload Data Sheet M
Upload Customers details in 
Excel format.

Download excel format from ‘Download Sample Sheet’ tab, fill all the 
required information and upload.

Type M PAN/TAN/GST Select document required to be collected from customers.

Field Name Type^ Desired Field Value

Customer Name M Name of the customer.

Address M Postal address of the customer.

Contact Person M
Name of the contact person of customer. In case name is not known, input common description like “The 
Accounts Manager” etc.

Email M Proper email id of the customer, to whom communication needs to be addressed.

Contact Number O Contact number of the customer.

Customer Code O Customer code as per your accounting records.

^ A= Auto, M= Mandatory, O= Optional



INPUT FIELDS:

EXCEL INPUT FIELDS:

CUSTOMER 
SECTION

TEMPLATE: 
Accounts Receivable Follow-up from
Customers

TEMPLATE USE: 
Follow-up with Customers for outstanding balance by selection among 4 options of
letter content available. Send reminders to customer for outstanding receivables.

Field Name Type^ Field Particulars Detail/Remarks

From Date A
Activity start date (this will 
be letter date)

By default, value set to be current date.

To Date M Activity End Date
Due date till which customers can submit response to your communication. 
This can be extended from Activity section on need basis.

Company M Sending Entity
Select from drop down. (List will be displayed based on entities created by 
Admin in ‘Company Setup’ section)

Sender M
Name of person signing on 
letters

Select from drop down. (List will be displayed based on users created by 
Admin in ‘User Management’ section)

Upload Data Sheet M
Upload customers details in 
Excel format.

Download excel format from ‘Download Sample Sheet’ tab, fill all the 
required information and upload.

Reminder M
Select communication 
letter text

Select the text option from dop down list.

Field Name Type^ Desired Field Value

Customer Name M Name of the customer.

Address M Postal address of the customer.

Contact Person M
Name of the contact person of customer. In case name is not known, input common description like “The 
Accounts Manager” etc.

Email M Proper email id of the customer, to whom communication needs to be addressed.

Contact Number O Contact number of the customer.

Balance Amount M Amount of receivable as per your books of accounts.

Customer Code O Customer code as per your accounting records.

^ A= Auto, M= Mandatory, O= Optional



INPUT FIELDS

CUSTOMER 
SECTION

TEMPLATE: 
Open format for communication with
Customers

TEMPLATE USE: 
Multi purpose format for communication with Customers. User can define the
subject, letter text, optional attachment and response requirement.

Field Name Type^ Field Particulars Detail/Remarks

From Date A
Activity Start Date (this 
will be letter date)

By default, value set to be current date.

To Date M Activity End Date
Due date till which customers can submit response to your communication. 
This can be extended from Activity section on need basis.

Company M Sending Entity
Select from drop down. (List will be displayed based on entities created by 
Admin in ‘Company Setup’ section)

Sender M
Name of Person signing on 
letters

Select from drop down. (List will be displayed based on users created by 
Admin in ‘User Management’ section)

Upload Data Sheet M
Upload  customers details 
in excel format.

Download excel format from ‘Download Sample Sheet’ tab, fill all the 
required information and upload.

Optional Attachment O
Attachment with 
Communication

File should be in relevant format and size.

Reply/Acceptance M Yes/No
If response required from customers, select ‘Yes’. Otherwise ’No’. If No is 
selected, activity will get closed on sending, customer need not to reply back.

Subject M Subject line text A subject line specifying the topic of the communication.

Para 1 M Communication Content State the first para of the communication letter.

Para 2 O Supporting Content State the second para of the communication letter.

Para 3 O Supporting Content State the third para of the communication letter.

^ A= Auto, M= Mandatory, O= Optional



EXCEL INPUT FIELDS:

CUSTOMER 
SECTION

TEMPLATE: 
Open format for communication with
Customers (Cont….)

TEMPLATE USE: 
Multi purpose format for communication with Customers. User can define the
subject, letter text, optional attachment and response requirement.

Field Name Type^ Desired Field Value

Customer Name M Name of the customer.

Address M Postal address of the customer.

Contact Person M
Name of the contact person of customer. In case name is not known, input common description like “The 
Accounts Manager” etc.

Email M Proper email id of the customer, to whom communication needs to be addressed.

Contact Number O Contact number of the customer.

Customer Code O Customer code as per your accounting records.

^ A= Auto, M= Mandatory, O= Optional



INPUT FIELDS:

EXCEL INPUT FIELDS:

EMPLOYEE 
SECTION

TEMPLATE: 
Balance Confirmation from Employees

TEMPLATE USE: 
Take balance confirmation from Employees for internal checks, audit purposes, fraud
detections, accounting reconciliations, etc.

Field Name Type^ Field Particulars Detail/Remarks

From Date A
Activity Start Date (this will 
be letter date)

By default, value set to be current date.

To Date M Activity End Date
Due date till which employees can submit response to your communication. 
This can be extended from Activity section on need basis.

Company M Sending Entity
Select from drop down. (List will be displayed based on entities created by 
Admin in ‘Company Setup’ section)

Sender M
Name of person signing on 
letters

Select from drop down. (List will be displayed based on users created by 
Admin in ‘User Management’ section)

Upload Data Sheet M
Upload employees details 
in excel format.

Download excel format from ‘Download Sample Sheet’ tab, fill all the 
required information and upload.

Confirmation/ Balance 
Date

M Balance confirmation date
Value date for which confirmation is required, for instance for year ending 
balance confirmation date will be “31-03-2XXX”.

Field Name Type^ Desired Field Value

Employee Name M Name of the employee.

Address M Postal address of the employee.

Email M Proper email id of the employee.

Contact Number O Contact number of the employee.

Balance Amount M Amount standing as per your books of accounts.

Credit/Debit Type M Amount indicator as payable or advance (Input proper value as ‘Debit’ or ‘Credit’).

Employee Code O Employee code as per your accounting records.

^ A= Auto, M= Mandatory, O= Optional



INPUT FIELDS

EMOLOYEE 
SECTION

TEMPLATE: 
Open format for communication with
Employees

TEMPLATE USE:
Multi purpose format for communication with Employees. User can define the
subject, letter text, optional attachment and response requirement.

Field Name Type^ Field Particulars Detail/Remarks

From Date A
Activity Start Date (this 
will be letter date)

By default, value set to be current date.

To Date M Activity End Date
Due date till which employees can submit response to your communication. 
This can be extended from Activity section on need basis.

Company M Sending Entity
Select from drop down. (List will be displayed based on entities created by 
Admin in ‘Company Setup’ section)

Sender M
Name of person signing 
on letters

Select from drop down. (List will be displayed based on users created by 
Admin in ‘User Management’ section)

Upload Data Sheet M
Upload  employees
details in excel format.

Download excel format from ‘Download Sample Sheet’ tab, fill all the required 
information and upload.

Optional Attachment O
Attachment with 
Communication

File should be in relevant format and size.

Reply/Acceptance M Yes/No
If response required from employees, select ‘Yes’. Otherwise ’No’. If No is 
selected, activity will get closed on sending, employee need not to reply back.

Subject M Subject line text A subject line specifying the topic of the communication.

Para 1 M Communication Content State the first para of the communication letter.

Para 2 O Supporting Content State the second para of the communication letter.

Para 3 O Supporting Content State the third para of the communication letter.

^ A= Auto, M= Mandatory, O= Optional



EXCEL INPUT FIELDS:

EMOLOYEE 
SECTION

TEMPLATE: 
Open format for communication with
Employees (Cont….)

TEMPLATE USE:
Multi purpose format for communication with Employees. User can define the
subject, letter text, optional attachment and response requirement.

Field Name Type^ Desired Field Value

Employee Name M Name of the employee.

Address M Postal address of the employee.

Email M Proper email id of the employee.

Contact Number O Contact number of the employee.

Employee Code O Employee code as per your accounting records.

^ A= Auto, M= Mandatory, O= Optional



INPUT FIELDS:

EMPLOYEE 
SECTION

TEMPLATE: 
Confirmation of Assets from Employees

TEMPLATE USE: 
Take confirmation on fixed assets held by employees for purpose of verification &
internal controls.

Field Name Type^ Field Particulars Detail/Remarks

From Date A
Activity Start Date (this will 
be letter date)

By default, value set to be current date.

To Date M Activity End Date
Due date till which employees can submit response to your communication. 
This can be extended from Activity section on need basis.

Company M Sending Entity
Select from drop down. (List will be displayed based on entities created by 
Admin in ‘Company Setup’ section)

Sender M
Name of person signing on 
letters

Select from drop down. (List will be displayed based on users created by 
Admin in ‘User Management’ section)

Upload Data Sheet M
Upload employee details in 
Excel format.

Download excel format from ‘Download Sample Sheet’ tab, fill all the 
required information and upload.

^ A= Auto, M= Mandatory, O= Optional



EXCEL INPUT FIELDS:

EMPLOYEE 
SECTION

TEMPLATE: 
Confirmation of Assets from Employees
(Cont….)

TEMPLATE USE: 
Take confirmation on assets held by employees for verification & internal controls.

Field Name Type^ Desired Field Value

Employee Name M Name of the employee.

Address M Postal address of the employee.

Email M Proper email id of the employee.

Contact Number O Contact number of the employee.

Department Name M Name of the department whom the employee belongs.

Employee Code O Employee code as per records.

Asset Description M Description of the asset held by the employee.

Make O Make or model of the asset, for purpose of identification.

Serial No. O Serial number of the asset, for purpose of identification.

Quantity M Quantities of asset held by employee.

Date Of Issue M Date on which asset is issued to employee.

Optional Data O Other information for purpose of tracking. Example: issue document number, GRN, etc.

^ A= Auto, M= Mandatory, O= Optional
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