










 
 
 
 

2018-2019 
Appointment Letters/Offer Letters of 

Students  
Placed/Self Employed 

Scanned by CamScanner

Scanned by CamScanner Scanned by CamScanner



Name of the Candidate Namrata Desai 

Designation: Analyst

Official Title  Non Officer 

Job Title  Analyst 

Total Fixed Pay Offered ( Annual)                                      239,000 

Target Bonus ( %) 10%

Manager Category Individual Contributor

Shift Timings 6:00 p.m. – 6:59 p.m.
 

 

Salary Component  Offered Annual Salary  Offered Monthly Salary Component Comments  Current Annual Salary Hike %

Basic                                            95,600                                           7,967 40% TFP

Housing Rent Allowance                                            38,240                                           3,187 40% Basic

Statutory Bonus                                            10,000                                              833  Conditional 

Flexible Cash Component                                            95,160                                           7,930 

Total Fixed Pay (TFP)                                          239,000                                         19,917                                               -   

Provident Fund                                            11,472                                              956 

Gratuity                                              4,598                                              383 

Retirals Total 

(Employers Contribution) 
                                           16,070                                           1,339                                               -   

Total Cost to Company (TCC) : TFP + Retirals                                          255,070                                         21,256                                               -   

Bonus Potential*                                            23,900  One Time Annual Payment 

Target Annual Incentive  / Bonus Total                                            23,900                                               -   

TCC + Bonus                                          278,970                                               -   

Shift Allowance**                                            73,920                                           6,160 

Food Coupons                                            13,200                                           1,100  Meal Card 

Transport Opt Out Allowance                                            54,000                                           4,500  See, the notes section below 

Notional CTC                                          420,090                                               -   

  

                                               -   

Points to Note:

* Bonus Potential

Insurance

Transport

Transport Opt Out Allowance

Shift Allowance**

Statutory Bonus

Current CTC

Please Insert  / Select Value in CELLS highlighted in YELLOW, Only.

  

 Applicable only if, the monthly salary (TFP) is less than INR 21,000 Per Month  

 Cab Sharing Facility To and Fro from work  

 Group Medical Insurance: INR 4,00,000/-

 Applicable for employees opting out of company provided Transport  

  

  

Salary Calculator for General Hiring (Excluding OCI / PIO)

 Bonus potential indicates bonus eligibility based on Company, Business Unit and Individual performance and will be pro-rated 

depending on the Date of Joining.  
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EMPLOYMENT AGREEMENT 

 

 

H&R Block (India) Private Limited, a company registered under The Companies Act,1956 and 

having its registered office at 3rd Floor, Anand Square, Survey No 232, H.No 1+2, Sakore 

Nagar, Viman Nagar, Pune 411014 (hereinafter referred to as “Company”, which term shall 

unless repugnant to the context thereof mean and include its successors and assigns)  of the 

ONE PART. 

AND 

Shivali Wadekar an adult Indian, d/s/o _____________________ residing at (hereinafter 

referred to as “Employee”, which term shall unless repugnant to the context thereof mean 

and include his/ her legal heirs, nominees and permitted assigns) of the OTHER PART.  

 

The Company and the Employee are also sometimes collectively referred to as “the Parties” 
and individually as “the Party”. 
 

 

Whereas:  

 

A. The Company is, inter – alia, engaged in the business of providing Direct and Indirect 

tax related services to the individual and small and medium enterprise and large 

corporates in India; 

B. The Employee is a qualified candidate and is desirous of rendering tax related services 

as directed by the Company and the Company based has agreed to appoint the 

Employee in accordance with the terms and subject to conditions contained in this 

Agreement.  

 

NOW THEREFORE, in consideration of mutual promise and covenants set forth in this 

agreement and for other good and valuable consideration, the Parties agree as following: 

 

 

1. Start Date 

 

Your employment with the Company shall commence with effect from 10th June 2019. 

(“Date of Joining”) or such earlier date as agreed between you and the Company. 
 

2. Job Title 

 

You are being engaged as Jr. Executive at Pune and will be expected to carry out 

duties appropriate to this appointment. The Company has a right to transfer you to 

any department, branch or establishment under the same management or same 

principals, whether existing or to be set up in future, inside or outside India, 

temporarily or permanently.   

 

 

3. Pre- Employment Conditions 

 

Your employment is subject and conditional upon: 
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(a) A pre-employment screening check, including the receipt of references satisfactory to 

the Company. 

 

(b) Verification to the satisfaction of the Company of the information that has been 

provided to the Company during application/ employment process.   

  

Whilst every effort will be made to complete the recruitment procedure before the 

commencement of this Agreement, this may not be possible and the Company may 

terminate your employment / services immediately without notice if either your 

references or other recruitment procedures are not completed to our satisfaction. 

 

4. Responsibilities & Duties 

 

Your work in the Company will be subject to the rules and regulations of the Company 

as laid down in relation to conduct, discipline and other matters. You will always be 

alive to the responsibilities and duties attached to your position and conduct yourself 

accordingly. Specific duties included as part of this role are outlined in the attached 

role profile, although this is not an exhaustive list of your duties. The Company will 

have the right to require you to undertake additional duties and /or transfer you to 

other duties compatible to your skills and experience .   

 

5. Remuneration 

  

Your Cost To Company will be Rupees Ten Thousand Six Hundred and Sixty one 

Only (10,661/-) described in Annexure – I attached hereto. Your CTC will be subject 

to deduction of applicable taxes at the prevailing rates and subject to deductions 

towards contribution of any statutory benefits. Please note that information related to 

your remuneration is confidential between you and the Company and you are expected 

to keep the same in strict confidence.  

 

In case of any change in the existing statute or introduction of new statute, the 

Company reserves a right to adjust the salary components within the then existing 

Cost to Company, to ensure that the payments are made in compliance with such 

statutes. 

 

6. Place of Work & Transfer 

 

You will initially perform your duties principally at Company’s office at Pune. The 

Company will have the right to transfer you to any other work location within India. 

You may be required to travel during your duties. 

 

 

7. Working Hours 

 

You will be required to work for minimum 8 (eight) hours effective a day (excluding 

interval for rest). Minimum 48 (forty-eight) hours per week is expected from you. 

Normal working days are Monday to Saturday. Company observes Sunday as a weekly 

off. 
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You agree to work at timings that overlap with the Company’s client office timings in 
India or overseas. 

 

8. Leave  

 

(a) Leaves will be applicable only after completion of 3 months of continuous service. Till 

then no leave shall be shall be applicable and salary will be processed based on number 

of days worked. 

 

9. Holiday  

 

During this period you will be eligible for paid holidays as per Company rules.  

 

10. Intellectual Property Rights 

 

You as an employee, agree to assign to the Company’s client or their contracting 

partners as the case may be, the entire worldwide right, title and interest in any and 

all Company’s client Innovations, intellectual property rights and all associated 

records. Company’s client innovations, includes but not limited to, processes, 
machines, improvements, inventions (whether or not protectable under patent laws), 

works of authorship, information fixed in any tangible medium of expression (whether 

or not protectable under copyright laws), moral rights, trademarks, trade names, trade 

secrets, know-how, ideas (whether or not protectable under trade secret laws), and 

all other subject matter protectable under patent, copyright, moral right, trademark, 

trade secret or other laws, and includes without limitation all new or useful art, 

combinations, discoveries, formulae, manufacturing techniques, technical 

developments, discoveries, artwork, software and designs. Company’s client 
innovation are innovations that employee, solely or jointly with others, conceives, 

reduces to practice, creates, derives, develops or makes within the scope of 

employee’s work for the organization.  

 

During your employment or thereafter, you shall perform any acts and execute such 

documents without expense to you which in the judgment of the Company’s client or 
its attorneys may be needful or desirable to secure to the Company’s client the best 
patent protection and all the rights to such invention, discovery or improvement. 

 

11. Confidentiality 

 

The terms and conditions of service are confidential and may not be disclosed to or 

discussed with anyone. 

 

You will maintain secrecy and will not disclose to third persons any trade secrets or 

information relating or belonging to the Company or any of its subsidiaries or 

associated companies including but not limited to information relating to customers, 

customer lists or requirements, price lists or pricing structures, marketing and sales 

information, business plans or dealings, associates or officers, financial information or 

plans, designs, formulae, product lines, research activities, any document marked 

“confidential” or any information which has been advised as “confidential”  or which 
the Company reasonably regards as “confidential” or any information which has been 
given to the Company or any of its subsidiaries or associated companies in confidence 
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by customers, suppliers or other persons (hereinafter referred to as “Confidential 

Information”). 
You will take all appropriate measures necessary to keep such Confidential Information 

from being disclosed to, or received by third parties. 

 

Such Confidential Information shall, at all times, remain the property of the Company. 

 

12. Term of Employment Agreement  

 

Your employment with the Company is valid from 10th June 2019 to 31st December 

2019 and shall automatically terminate on the end of the term. 

 

13. Termination Notice 

 

Company or Employee can terminate this agreement by giving 60 days written notice 

or salary in lieu of notice. Your appointment will be for a period of Three months only 

from the date of your joining, subject to you remaining medically, physically and 

mentally fit, and it will automatically come to an end on or before 31st December 2019 

without any notice.   During your personal interview it was specifically clarified to you 

that after the completion of Six months, the Company does not guarantee you any 

regular employment either in its permanent or other cadres.  

 

The Company reserves the right to terminate your services for fraud, theft or 

withholding of any information in the Personal Information Form / any other joining 

form or to any other form of misconduct / disciplinary ground, without notice or 

payment in lieu of notice. 

 

In case of absence for a continuous period of 10 (ten) days, you would lose lien on the 

post and your appointment shall automatically come to an end without any notice and 

the Company shall not be liable to payment in lieu of notice. 

 

In case of rejection during or end of the training program your appointment shall 

immediately come to an end without any notice and the Company shall not be liable 

to payment in lieu of notice. 

 

On termination of your employment with the Company, you will be required to 

complete all exit formalities as per the Company’s policies including execution of a 
Separation and Release Agreement to enable the Company to process your full and 

final settlement. 

 

14. After Termination 

 

On termination of this agreement, you will immediately give up to the Company all 

correspondence, specifications, formulae, books, documents, effects, market data, 

cost data, drawings or records, etc. belonging to the Company or relating to its 

business and shall not retain or make any copies of these items.  The terms of 

termination are strictly confidential between you and the Company.   

 

You agree that at all times after the termination date, directly or indirectly not to:  
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(a) Use Confidential Information for your own purposes or those of any other person, 

company, business entity or any other organization whatsoever; or 

 

(b) Disclose Confidential Information to any person, company, business entity or any other 

organization whatsoever. 

 
 

15. Covenants 

 

(a) You agree that you will not either on your own account or on behalf of any other 

person, company, business entity or any other organization whatsoever: 

 

i. Contact any person employed by the Company for the purpose of enticing such 

associate to accept alternative employment or influencing such associate to resign 

from the Company; 

 

ii. Contact with any party that was a client of the Company for the purposes of providing 

any such client with products or services, which the Company considers is in direct 

competition to the business of the Company. 

 

(b) You undertake that you shall use your best endeavors to ensure that any contact that 

you have with any associates, customers, clients, dealers or suppliers of the Company 

(past, present or future) will not have any adverse effect on the business or business 

environment of the Company or in any way damage the business reputation of the 

Company. 

 

 

16. Deductions  

 

You herby consent to the deductions of any sums owed by you to the Company at any 

time from your salary or any other payment due by the Company to you in respect of 

any overpayment of any kind made to you or in respect of any outstanding debt or 

other sum owed by you to the Company and you hereby also agree to make a payment 

to the Company of any sums owed by you to the Company upon demand by the 

Company at any time.  

 

  

17. Others 

 

a) You will keep us informed of any change in your residential address, civil or marital 

status and such other matters. If the change in correspondence / residence address is 

not intimated, any communication sent at the available addresses shall be deemed to 

have reached you. 

 

b) In the event of any Central or State laws coming into force at any time effecting any 

aspect of your terms and conditions of service, it is hereby expressly agreed that no 

double benefits shall accrue to you. 
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c) You will not undertake employment, whether full-time or part time, as the 

Director/Partner/Member/Employee of any other organization /entity engaged in any 

form of business activity without the consent of the Company.  

 

d) You will be true and faithful to the Company, in all accounts, dealing and transactions, 

relating to business of the Company and shall at all times, when required, render a 

true and just account thereof. 

 

 

 

IN WITNESS WHEREOF, the parties have caused this Employee Agreement to be executed by 

their duly authorized representative as of the day and year set forth above.  

 

For H&R Block India Private Limited                    

 

             

  
 

Name: Kaustav Mitra     

Title: Manager – Human Resource      

Address: 3rd Floor, Anand Square, Sakore Nagar,  

Viman Nagar, Pune-411014  

 

 

 

ACCEPTANCE 

 

I have read and understood all the terms and conditions contained in this Agreement. I 

acknowledge and agree that the Employment Agreement contains the entire understanding 

between the Company and me in relation to my employment with the Company. I understand 

and agree that any changes in the terms of employment described in this Agreement must 

be set forth in a written document signed by a duly authorized officer of the Company. 

Name: __________________ 

Signature: __________________ 

Place: ___________________ 

Date: ___________________ 
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Annexure - Salary Break Up 
 

 
 

 

Other Conditions: 

1. Provident Fund shall be deducted as per the statutory requirements. 

2. Employees State Insurance Fund shall be deducted as per statutory requirements. 

3. The salary mentioned above is subject to deduction of tax as may be applicable from time 

to time. 

4. The Company may deduct reasonable amounts due against the employee from the salary 

payable to the employee.  
 

 

 

 

 

 

 

 

 

 

 

CTC 10,661

Basic 9693

HRA 484

Bonus 0

Food allowance 0

Conveyence 

allowance 0

Mobile 

allowance 0

Medical 

Allowance 0

Leave Travel 

Allowance 0

Position 

allowance 0

Gross Salary 10177

ESIC Employer 484

ESIC Employee 179

PF - Employer 0

PF Employee 0

PT 0

Total  Deduction 179

Net Pay in Bank 9,998
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EMPLOYMENT AGREEMENT 

 

 

H&R Block (India) Private Limited, a company registered under The Companies Act,1956 and 

having its registered office at 3rd Floor, Anand Square, Survey No 232, H.No 1+2, Sakore 

Nagar, Viman Nagar, Pune 411014 (hereinafter referred to as “Company”, which term shall 

unless repugnant to the context thereof mean and include its successors and assigns)  of the 

ONE PART. 

AND 

Gayatri Walunj an adult Indian, d/s/o _____________________ residing at (hereinafter 

referred to as “Employee”, which term shall unless repugnant to the context thereof mean 

and include his/ her legal heirs, nominees and permitted assigns) of the OTHER PART.  

 

The Company and the Employee are also sometimes collectively referred to as “the Parties” 
and individually as “the Party”. 
 

 

Whereas:  

 

A. The Company is, inter – alia, engaged in the business of providing Direct and Indirect 

tax related services to the individual and small and medium enterprise and large 

corporates in India; 

B. The Employee is a qualified candidate and is desirous of rendering tax related services 

as directed by the Company and the Company based has agreed to appoint the 

Employee in accordance with the terms and subject to conditions contained in this 

Agreement.  

 

NOW THEREFORE, in consideration of mutual promise and covenants set forth in this 

agreement and for other good and valuable consideration, the Parties agree as following: 

 

 

1. Start Date 

 

Your employment with the Company shall commence with effect from 09th January 

2019. (“Date of Joining”) or such earlier date as agreed between you and the 
Company. 

 

2. Job Title 

 

You are being engaged as Jr. Executive HR at Pune and will be expected to carry 

out duties appropriate to this appointment. The Company has a right to transfer you 

to any department, branch or establishment under the same management or same 

principals, whether existing or to be set up in future, inside or outside India, 

temporarily or permanently.   

 

 

3. Pre- Employment Conditions 

 

Your employment is subject and conditional upon: 
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(a) A pre-employment screening check, including the receipt of references satisfactory to 

the Company. 

 

(b) Verification to the satisfaction of the Company of the information that has been 

provided to the Company during application/ employment process.   

  

Whilst every effort will be made to complete the recruitment procedure before the 

commencement of this Agreement, this may not be possible and the Company may 

terminate your employment / services immediately without notice if either your 

references or other recruitment procedures are not completed to our satisfaction. 

 

4. Responsibilities & Duties 

 

Your work in the Company will be subject to the rules and regulations of the Company 

as laid down in relation to conduct, discipline and other matters. You will always be 

alive to the responsibilities and duties attached to your position and conduct yourself 

accordingly. Specific duties included as part of this role are outlined in the attached 

role profile, although this is not an exhaustive list of your duties. The Company will 

have the right to require you to undertake additional duties and /or transfer you to 

other duties compatible to your skills and experience .   

 

5. Remuneration 

  

Your Cost To Company will be Rupees Fifteen Thousand Only (15,000/-) described 

in Annexure – I attached hereto. Your CTC will be subject to deduction of applicable 

taxes at the prevailing rates and subject to deductions towards contribution of any 

statutory benefits. Please note that information related to your remuneration is 

confidential between you and the Company and you are expected to keep the same in 

strict confidence.  

 

In case of any change in the existing statute or introduction of new statute, the 

Company reserves a right to adjust the salary components within the then existing 

Cost to Company, to ensure that the payments are made in compliance with such 

statutes. 

 

6. Place of Work & Transfer 

 

You will initially perform your duties principally at Company’s office at Pune. The 

Company will have the right to transfer you to any other work location within India. 

You may be required to travel during your duties. 

 

 

7. Working Hours 

 

You will be required to work for minimum 8 (eight) hours effective a day (excluding 

interval for rest). Minimum 48 (forty-eight) hours per week is expected from you. 

Normal working days are Monday to Saturday. Company observes Sunday as a weekly 

off. 
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You agree to work at timings that overlap with the Company’s client office timings in 
India or overseas. 

 

8. Leave  

 

(a) Leaves will be applicable only after completion of 3 months of continuous service. Till 

then no leave shall be shall be applicable and salary will be processed based on number 

of days worked. 

 

9. Holiday  

 

During this period you will be eligible for paid holidays as per Company rules.  

 

10. Intellectual Property Rights 

 

You as an employee, agree to assign to the Company’s client or their contracting 

partners as the case may be, the entire worldwide right, title and interest in any and 

all Company’s client Innovations, intellectual property rights and all associated 

records. Company’s client innovations, includes but not limited to, processes, 
machines, improvements, inventions (whether or not protectable under patent laws), 

works of authorship, information fixed in any tangible medium of expression (whether 

or not protectable under copyright laws), moral rights, trademarks, trade names, trade 

secrets, know-how, ideas (whether or not protectable under trade secret laws), and 

all other subject matter protectable under patent, copyright, moral right, trademark, 

trade secret or other laws, and includes without limitation all new or useful art, 

combinations, discoveries, formulae, manufacturing techniques, technical 

developments, discoveries, artwork, software and designs. Company’s client 
innovation are innovations that employee, solely or jointly with others, conceives, 

reduces to practice, creates, derives, develops or makes within the scope of 

employee’s work for the organization.  

 

During your employment or thereafter, you shall perform any acts and execute such 

documents without expense to you which in the judgment of the Company’s client or 
its attorneys may be needful or desirable to secure to the Company’s client the best 
patent protection and all the rights to such invention, discovery or improvement. 

 

11. Confidentiality 

 

The terms and conditions of service are confidential and may not be disclosed to or 

discussed with anyone. 

 

You will maintain secrecy and will not disclose to third persons any trade secrets or 

information relating or belonging to the Company or any of its subsidiaries or 

associated companies including but not limited to information relating to customers, 

customer lists or requirements, price lists or pricing structures, marketing and sales 

information, business plans or dealings, associates or officers, financial information or 

plans, designs, formulae, product lines, research activities, any document marked 

“confidential” or any information which has been advised as “confidential”  or which 
the Company reasonably regards as “confidential” or any information which has been 
given to the Company or any of its subsidiaries or associated companies in confidence 
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by customers, suppliers or other persons (hereinafter referred to as “Confidential 

Information”). 
You will take all appropriate measures necessary to keep such Confidential Information 

from being disclosed to, or received by third parties. 

 

Such Confidential Information shall, at all times, remain the property of the Company. 

 

12. Term of Employment Agreement  

 

Your employment with the Company is valid from 09th January 2019 to 19th July 2019 

and shall automatically terminate on the end of the term. 

 

13. Termination Notice 

 

Company or Employee can terminate this agreement by giving 30 days written notice 

or salary in lieu of notice. Your appointment will be for a period of Three months only 

from the date of your joining, subject to you remaining medically, physically and 

mentally fit, and it will automatically come to an end on or before 19th July 2019 

without any notice.   During your personal interview it was specifically clarified to you 

that after the completion of Six months, the Company does not guarantee you any 

regular employment either in its permanent or other cadres.  

 

The Company reserves the right to terminate your services for fraud, theft or 

withholding of any information in the Personal Information Form / any other joining 

form or to any other form of misconduct / disciplinary ground, without notice or 

payment in lieu of notice. 

 

In case of absence for a continuous period of 10 (ten) days, you would lose lien on the 

post and your appointment shall automatically come to an end without any notice and 

the Company shall not be liable to payment in lieu of notice. 

 

In case of rejection during or end of the training program your appointment shall 

immediately come to an end without any notice and the Company shall not be liable 

to payment in lieu of notice. 

 

On termination of your employment with the Company, you will be required to 

complete all exit formalities as per the Company’s policies including execution of a 
Separation and Release Agreement to enable the Company to process your full and 

final settlement. 

 

14. After Termination 

 

On termination of this agreement, you will immediately give up to the Company all 

correspondence, specifications, formulae, books, documents, effects, market data, 

cost data, drawings or records, etc. belonging to the Company or relating to its 

business and shall not retain or make any copies of these items.  The terms of 

termination are strictly confidential between you and the Company.   

 

You agree that at all times after the termination date, directly or indirectly not to:  
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(a) Use Confidential Information for your own purposes or those of any other person, 

company, business entity or any other organization whatsoever; or 

 

(b) Disclose Confidential Information to any person, company, business entity or any other 

organization whatsoever. 

 
 

15. Covenants 

 

(a) You agree that you will not either on your own account or on behalf of any other 

person, company, business entity or any other organization whatsoever: 

 

i. Contact any person employed by the Company for the purpose of enticing such 

associate to accept alternative employment or influencing such associate to resign 

from the Company; 

 

ii. Contact with any party that was a client of the Company for the purposes of providing 

any such client with products or services, which the Company considers is in direct 

competition to the business of the Company. 

 

(b) You undertake that you shall use your best endeavors to ensure that any contact that 

you have with any associates, customers, clients, dealers or suppliers of the Company 

(past, present or future) will not have any adverse effect on the business or business 

environment of the Company or in any way damage the business reputation of the 

Company. 

 

 

16. Deductions  

 

You herby consent to the deductions of any sums owed by you to the Company at any 

time from your salary or any other payment due by the Company to you in respect of 

any overpayment of any kind made to you or in respect of any outstanding debt or 

other sum owed by you to the Company and you hereby also agree to make a payment 

to the Company of any sums owed by you to the Company upon demand by the 

Company at any time.  

 

  

17. Others 

 

a) You will keep us informed of any change in your residential address, civil or marital 

status and such other matters. If the change in correspondence / residence address is 

not intimated, any communication sent at the available addresses shall be deemed to 

have reached you. 

 

b) In the event of any Central or State laws coming into force at any time effecting any 

aspect of your terms and conditions of service, it is hereby expressly agreed that no 

double benefits shall accrue to you. 
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c) You will not undertake employment, whether full-time or part time, as the 

Director/Partner/Member/Employee of any other organization /entity engaged in any 

form of business activity without the consent of the Company.  

 

d) You will be true and faithful to the Company, in all accounts, dealing and transactions, 

relating to business of the Company and shall at all times, when required, render a 

true and just account thereof. 

 

 

 

IN WITNESS WHEREOF, the parties have caused this Employee Agreement to be executed by 

their duly authorized representative as of the day and year set forth above.  

 

For H&R Block India Private Limited                    

 

             

  
 

Name: Kaustav Mitra     

Title: Manager – Human Resource      

Address: 3rd Floor, Anand Square, Sakore Nagar,  

Viman Nagar, Pune-411014  

 

 

 

ACCEPTANCE 

 

I have read and understood all the terms and conditions contained in this Agreement. I 

acknowledge and agree that the Employment Agreement contains the entire understanding 

between the Company and me in relation to my employment with the Company. I understand 

and agree that any changes in the terms of employment described in this Agreement must 

be set forth in a written document signed by a duly authorized officer of the Company. 

Name: __________________ 

Signature: __________________ 

Place: ___________________ 

Date: ___________________ 
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Annexure - Salary Break Up 

 

 

 
 

 

Other Conditions: 

1. Provident Fund shall be deducted as per the statutory requirements. 

2. Employees State Insurance Fund shall be deducted as per statutory requirements. 

3. The salary mentioned above is subject to deduction of tax as may be applicable from time 

to time. 

4. The Company may deduct reasonable amounts due against the employee from the salary 

payable to the employee.  
 

 

 

 

 

 

 

 

 

 

CTC 15,000

Basic 10000

HRA 500

Bonus 833

Leave Travel Allowance
-            

Medical Allowance -            

Special Allowance 1841

PF - Employer 1200

ESIC Employee 231

ESIC Employer 626

PF Employee 1200

PT 200

Total Earning 13174

Total  Deduction 1631

Net Pay in Bank 11,544
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 <v t e s t> 
your testing partner 

May 29, 2019 

To, 
 

Aishwarya Bhalgat (PAN CIMPB233BE ) 

 
 

      

Subject – Appointment / Joining Letter 
 

   Dear Aishwarya, 

 

Thank  you  for  the  keen  interest  you  have  shown  in  joining  our  organization.  Consequent  to  

your application,  interviews,  and  subsequent  discussions  with  us,  we  are  pleased  to  offer  

you  a  career at vTEST. Please accept our heartiest congratulations and a warm welcome to the 

vTEST family. 

 

You will be designated as HR Associate  

 

The total gross compensation (total cost to company including benefits) offered is Rs. 1,20,000/- 

(Rupees One Lakh  Twenty  Only)  per  annum.  Post you completing three months in the system 

subjective to your performance assessment your salary will be raised. Compensation  will  be  

governed  by  the  rules  of  the  Company  on  the subject, as applicable and/or amended 

hereafter. 

 

Your date of joining will be   Monday, June 3
rd

 2019 up to which the offer is valid. Please 

confirm your acceptance by signing below. 

 
 
 

 
 
 
Your sincerely                                                                                                   Agreed and Accepted  

 

& On Behalf of 

vTEST Software  
 

 

 

Shakil Hanjgikar        Name: 

 

 

Director                                                                                                        Sign: 
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<v t e s t> 
your testing partner 

Compensation Structure 

 

 

Earnings Annual Monthly 

      

Fixed 120000 10000 

Basic 60000 5000 

HRA 24000 2000 

Medical 9000 750 

Conveyance 9000 750 

Education Allowance 9000 750 

Special Allowance 9000 750 

      

Total (A) 120000 10000 

      

Gross Salary - Total (A)  120000 10000 

      

Deduction     

Professional Tax 2400 200 

Employee contribution to PF 7200 600 

Employer contribution to PF 7200 600 

Group Health Insurance 3000 250 

Cab Facility     

Gross Deductions - Total (B) 19800 1650 

      

      

Total Earnings 100200 8350 

      

      

Taxes and other deductions as per the prevailing government rules and 

in line with your IT investment declarations will be borne by employee. 
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<v t e s t> 
your testing partner 

 

 
 

The salary will be processed on the 1st  workday of each month for the preceding month. However, 

if the 1st falls on a holiday, salary will be paid on the next working day. The monthly pay slips will 

be made available electronically. 

 

 

Timesheets 
 

You  need  to  send  the  soft  copy  of  the  timesheet  duly  approved  and  signed  by  your  Team  

Lead  on last working day for processing salary every month. 

Delay in receiving the approved timesheets will result in a delay in payment of 

your salary. 

 

Statutory Benefits 
 

You will be governed as per the respective acts of PF as per the rules in force, from 

time to time. 

 

Medical Insurance 
 

You are eligible to enroll in Company’s mediclaim insurance policy. The annual premium as 
applicable will be deducted from your monthly salary. 

 

 

 

 

Job Roles and Responsibilities 

 

You   shall   be   responsible   for   the   performance   of   the   functions   expected   of   your   role   

and   any additional  functions  and  duties  that  may  be  assigned  to  you  in    connection  with    

the  business  and operations of  the Company. 

You shall use the best of your efforts to promote, develop and extend the business of the Company 

and comply with the directions and regulations of the Company at all times, and in all respects. 

 

 

Performance Review Period 
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<v t e s t> 
your testing partner 

Your performance review to consider salary revision is after 12 months from the date 

of joining. 

 

 

Assignment 

 

You    shall    acknowledge    that    the    services    to    be    rendered    by    you    are    

unique    and    personal. During your  service  with  the  Company,  you  shall  not  assign  any  

of  the  rights  or  delegate  any  of  the duties  or obligations under this Agreement without 

the prior written consent of the Company 

 

 

Leave 

 

You would be entitled to 1.25 leaves for each full month of your service. Leaves cannot be 

encashed at any point of time and will elapse at the end of year if not availed.  

A total of 15 leaves are provided for the whole calendar year to every employee. Comp-offs can be 

availed if worked on holidays by seeking a prior approval from your Team Lead and HR. 

 

Holidays  

 
 

As each region may have a different set of holidays, your holiday schedule will be governed by 

your office location. 

 

Documentation 

 

Upon  being  so  required  by  the  Company,  you  shall  make,  sign  and  execute  all  deeds,   

documents, and    declaration    as   may    be    necessary    by      the    Company    and/or    its    

clients    (including    privacy and confidentiality agreements.) 

 

Indemnity 

 

You shall keep the Company indemnified for any damages, which the Company or its client may suffer 

due to any act/acts by you including breach of any terms of this agreement 
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                    <v t e s t> 
       your testing partner 

Un- Authorized Absence  

  

Any   absence   for   3   consecutive   business   days   without   prior   permission   will   be   treated   

as   un- authorized absence   from   the   work.   In   such   a   case,   the   Company   is   entitled   to   

terminate   your services  and/or  seek compensation for any loss suffered by the Company or its 

Client due to such absence. 

 

Confidentiality & Non-disclosure 

 

You hereby acknowledge that by the reasons    of your    services with the Company you will have 

access to records,  documents,  drawings,   forms,  reports,   studies,  memoranda,  

correspondence,  manuals,  plans, magnetic  media  and  other  information  sources  (Confidential  

Material)  and  such  Confidential  Material constitutes  the  property  of  the  Company  and/or  its  

clients,  enables  the  Company  and/or  its  clients to compete  successfully  in  business  and  was  

acquired  or  created  by  the  Company  and/or  its  clients at substantial expense. In consideration 

of your services the above disclosures you agree that: 

You      will      disclose      to      the      Company      all      information,      inventions,      discoveries,      

products, systems,   programs,   documentation   including   improvements   or   modifications   

(“Proprietary   Material”) relating to the Company   and   its   clients   which   you   acquired   or   

developed   during   the   term   of   your services   with   the Company and that such Proprietary 

Material is the sole property of the Company or its clients, regardless of whether or not  its  

acquisition  or  development  occurred  during  work  hours  at  the Company    facilities,  or      with      

the  Company  property  or  personnel.  You  will  not  disclose  any  such Proprietary  Material  to  

any  unauthorized  person  during  or  after  the  completion  of  services  with  the Company. 

 

You  will  not  remove  from  the  Company  premises  and/or  the  premises  of  its  clients  any  

Confidential Material, except in the performance of your duties. Upon termination of your services or 

when called upon by  the  Company,  you  will  surrender  all  such  Confidential  Material  together  with  

any  other  Company property that have been provided by him/her by the Company and/or its clients 
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       <v t e s t> 
       your testing partner 

 

You agree  to  comply with  a supplementary agreement when  issued, between the  Company  and  

a  client regarding  privacy   and  confidentiality.  Such  agreement   will  be   incorporated  into   

this   Agreement   by reference, including improvements or modification. “Proprietary Material” 

relating to the Company and its clients that you acquired or developed during the term of your 

services with the Company and its client is the sole property of the Company or its clients, 

regardless of whether or not its acquisition or development occurred during work hours. 

 

Non-Compete and Non Solicitation: 
 

You agree that during your services with the 

Company 
 

-Will not individually or on behalf of or in conjunction with any other person or entity (except on 

behalf of the Company) directly or indirectly, solicit, sell to, or    perform similar services as 

provided by or available from the Company, for any clients of the Company. 

-Will  not  seek  and  obtain  employment,  training,  or  contract  of  employment  or  seek  to  

serve  as  you or otherwise to clients of the Company, customers, accounts or prospects, without 

the written permission of the Company. 

- Will not directly or indirectly solicit or hire or cause others to solicit or hire any other 

employee of the Company. 

 

- Will refrain from doing any sort of business for any kind or any purpose with the list of vTEST 

clients with which you were engaged with while you were employed with vTEST 

-Unless  pre-approved  by  the  Company  in  writing,  you  will  not,  during  the  period  of  

this  assignment prepare,  compile,  submit  or  publish  any  articles  or  contribute  to  any  

other  publication  or  television serials/flims/video presentations or assist anyone directly or 

indirectly in this regards 
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                                                                          <v t e s t> 
                                                         your testing partner 

     
 

Waiver  

 

A waiver   by the Company of a breach of any provision of this Agreement by you shall not 

operate or be constructed as a waiver or estoppel of any subsequent  breach by  you. No  

waiver  shall be  valid unless in writing and signed by an authorized officer of the Company 

 

 

Jurisdiction 

 

In case of any dispute arising out of the Agreement, it shall be subject to jurisdiction of Appropriate 

Court of Pune, Maharashtra, India. 

 

 

Termination by the Company 
 

The Company may terminate your services with or without cause under the following 

conditions: 

 

With Cause: The Company may, immediately and without Notice, terminate your services 

with “Cause”. The term “Cause” shall, as used in this document, mean 

- The commission of crime involving moral turpitude, theft, fraud or deceit- Conduct that has 

an adverse effect on the Company’s reputation 

 

- Substantial or continued unwillingness or inability to perform duties assigned to the 

Employee 

 

- Gross Negligence or Deliberate 

misconduct 

- Any material breach of terms and conditions specified in 

this letter 

 

- Un-authorized absence from work for a period of three or more consecutive days without due 

consent or notifying your superior officer 

- Providing any false information to the 

Company 
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                           <v t e s t> 
                                                         your testing partner  

Without  Cause:  In  the  event  that  the  employment  is  terminated  without  Cause,  the  

employee  will be provided with a 60 days written notice prior to such termination or paid 

severance pay in the lieu thereof equivalent to the consolidated compensation package for a 

period of 60 days, calculated on the basis of the last basic salary 

                                  

Resignation by Employee 
 

If  you  wish  to  leave  the  services  of  the  Company, a clear  written  notice  of  2  months  to  be  

given  to the Company. In case of failure to give such written notice within the prescribed time, 

you are bound to make good  the  loss  suffered  by  the  Company  (Shortfall  of  Notice  Period)  

and  any  other Charges/liabilities Company incurs consequent to the failure to give required 

written notice. However, due to  exigencies of business the Company may at its Sole discretion 

reject the salary in lieu of notice and ask you to serve the entire or part of the notice period. 

 

Moral Conduct 
 

You shall not resort to or in any way abet any form of strike or coercion or physical duress in 

connection with any matter pertaining to your service or the service of any other employee 

 

Alternative Employment 
 

You will be a full time employee of the Company and will not engage yourself directly or indirectly 

in any other trade, business, profession or any other employment part time or full time anywhere 

in any capacity, either honorary or otherwise, whilst in the services of the Company. The findings 

of the management in this respect are final and binding. Breach of this condition shall lead to the 

termination of your services by the company without any notice or compensation. 

 

Company Properties in your possession 

 

You  are  expected  to  take  proper  care  of  company  properties  entrusted  to  you  by  the  

Company.  In the  event  of  your  resignation/termination  you  are  obliged  to  return  all  the  

company’s  property  like access/ID  card,  documents,  machines,  data,  files  and books  etc,  in  

your  possession  in  good  condition, or reimburse the value of the same. You shall also officially 

hand over job responsibilities to your immediate supervisor or any other person nominated by the 

management for this purpose. 
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                                                                     <v t e s t> 
                                                         your testing partner 

 

 

 

Change of address 

 

Any   changes   of residential address should   be   intimated   to   the   department head   in   

writing within 3 days from   the   date   of   such   change.   Your   address   indicated   shall   be   

correct   address   for sending all communications to you unless otherwise intimated in writing by 

you. Communication addressed to you at the above address shall deem to have been  duly served. 

 

Code of Conduct 

 

During  your  services  with  us,  you  are  expected  to  behave  and  perform  in  a  manner  that  

preserves the Company’s and client’s values and commitments. 
 

Any or all of the terms and conditions pertaining to your services with the Company    may be 

modified or changed at the Company’s discretion. In    the event any terms/conditions are 

changed, the    same shall be informed to you in writing. 

 

Place of Employment and Transfer 

 

You  acknowledge  and  agree  that you  may  be  assigned, or  liable  to  be  transferred  or  

deputed  from one place  to  another  and/or  from  one  department/unit  to  another  or  their  

contractors  and  clients either  existing  or  to  be  set  up  in  future  anywhere  in  India  or  abroad  

purely  at  the  discretion  of  the management depending upon the needs and requirement of the 

company. On such assignment transfer or deputation  you  will  be  governed  by  the  Rules  and  

Regulations  and  other  working/service  conditions as applicable at the place of posting to 

consent to add/agree to certain other agreements. 

 

 

Disclaimer 

 

Any   commitments   with respect  to   compensation   and  benefits   which  are   not  included   in  

the   CTC Components table or explicitly mentioned in the offer letter, stands null and void.  
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                                                         your testing partner 

 

 

 

 

 

 

Employee  is  required  to  submit  the  tax  documents  (Investment  Proof’s)  within  a  week  
from  date  of separation. Failing which, the full and final settlement will be processed by 

deducting tax at source 

 

 

Declaration: 

 

This is to confirm that the documents and information provided by me to the Company for the 

purpose of my services and true and accurate  to  the best of  my knowledge and belief. I also 

agree that the various terms and conditions set forth in this Agreement are fair, just reasonable 

and I shall strictly adhere to the terms specified. 

 

 

Agreed and Accepted, 

 

 

Name: Sign: 

 

Date: 
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Standard Terms and Conditions  

 

Probation Period 

 

Your  probation  period  will  be  for  3  months  from  your  date  of  joining  the  company.  Your  

employment will be confirmed upon your successful completion of the probation period, based on 

your positive contributions to the company’s objectives. The management may decide to extend 
your  period  of  probation  for  a  further  period  of  3  months  or  part  thereof,  depending  on  

your performance.  

  

You will continue to be in probationary period until an order in writing confirming your services is  

issued.  
  
 Termination of Service  

During the probation period, a notice of 2 weeks is required to terminate employment from either 

side. After confirmation, a notice of 2 months is required to terminate employment from either 

side.  

  

 Increments and Promotions  

Your growth in the organization through promotions and salary increments will depend solely on 

your performance and contributions to the company, as determined by the management through 

periodic performance appraisals.  

  

 Compliance to Quality Standards  

You will be required to understand and implement standard procedures evolved with VTEST. Your 

attitude  towards  adherence  to  standards  and  procedure  will  be  an  important  parameter  for 

consideration while evaluating your performance.  

  
 Verification  

You have been engaged on the presumption that the particulars furnished by you are correct. In 

case said particulars are found to be incorrect or it is found that you have concealed or withheld 

some  relevant  facts,  your  appointment  with  the  company  shall  stand  terminated  /  canceled 

without any notice.  

  

Medical  

The appointment is subject to your being found medically, physically fit and remaining so during  

your service. The company has the right at all times to send you for a medical checkup to ascertain 

your fitness for the job. The opinion of the RMP nominated by the company shall be binding on the 

parties.  
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Working Hours  

Normal  working  hours  are  from  9.00  am  to  6.30  pm  IST  Monday  through  Friday.  Saturday  

and Sunday  are  holidays.  The  company  reserves  the  right  to  alter  or  modify  its  working  

hours  or holidays temporarily or permanently at any point of time without any prior notice.   

 

 

Duties and Responsibilities  

The company will expect you to display a high standard of initiative, efficiency and economy.  
  

1)   You are required not to engage in any other gainful or commercial employment or business;  

either  part-time  or  full  time,  in  an  honorary  manner  or  in  a  way  that  provides  

remuneration,  

directly  or  indirectly  simultaneously  as  long  as  you  are  employed  with  VTEST.  You  are  also 

required  not  to  engage  yourself  indirectly  in  any  other  profitable  business  connected  with  

the dealings or activities of the company in any way.   

  

2)   You are required to strictly maintain secrecy and not divulge or communicate in any manner,  

any information regarding your remuneration / terms of employment to any other employee of the 

company expect your immediate superior. Any such disclosure would be considered a serious case 

of indiscipline and would render the company to take disciplinary action as deemed fit.   

  

 Posting / Transfer of Service  

In view of the nature of the company’s business, you may be assigned to different locations both in 
India and abroad. You will carry out assignments/projects given to you from time to time with 

diligence  and  devotion  and  maintain  the  company’s  image  as  suppliers  of  quality  software  
and services.  

  

The company will reimburse all reasonable expenses on your boarding and lodging as also other  

out  of  pocket  expenses  incurred  by  you,  on  company’s  business,  the  details  of  which  will  be  

communicated to you before your proceedings on such assignments.  

  

 Training  

You  may  also  be  selected  or  sponsored  by  the  company  for  training  assignment  with  the 

company’s   associates   or   other   institutions   within   India   or   abroad.   You   will   diligently   
and beneficially, take part in such trainings and assignments.  
  

 Passport  

It is very important for you to have a valid passport. If you do not have it, please apply for them 

immediately.  It’s  mandatory  to  have  a  valid  Pass  Port  with  ECNR  status  for  a  confirmed  
VTEST employee. So please ensure you have submitted the copies of relevant pages of a Valid 

Passport before the completion of your probation period. 

This is a highly confidential document hence you are requested not to disclose it to anyone 
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Leave Policy  

Before proceeding on leave, an employee is required to submit the Leave Application Form 

to  

the HR Representative after obtaining the approval of the Supervisor / Manager.   

  

Entitlement: 15 Days/ Year Leaves can NOT be carried forward from one year to the other. 

They can NOT be en-cashed at the end of the year.  
 

 

Public Holidays: As per the company holiday calendar  

The official timing of VTEST is 9.00 am to 6.30 pm IST Monday to Friday.  All employees will 

be entitled for all the holidays and leaves. 

 

Every month each employee is entitled to 1.25 day leave which if not taken will be carried 

forward to the next month. i.e. 15 Leaves/year. The additional number of days will be 

deducted   against the salary if employee will exceed 15 leaves per year. Any day an 

employee is late in the office after 10.00 am; it will be considered as half day for him/her. 3 

half days will be considered as 1 day leave. If an employee wants to take leave for 

continuous 5 or more days, it should be pre- approved at least 1 month in advance by the 

concerned Authority. 
 

 

Any queries regarding the above will be answered by the Director or HR Manager.  

  
 

Company policies can change anytime with one-month notice to all employees.  
 

The above terms and conditions are based on the company’s policy, procedures and other 
rules currently applicable in India and are subject to amendments and adjustments from 

time to time. When this policy changes, you will be notified a month in advance and 

explained the changes by  

your Director or HR.   
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Offer Letter  

 

 

1st   March 2019 

  

Dear Shirin Medora, 

 

We are pleased to present you with this offer for employment as ‘Catalogue Management 

Associate’ with Seniority Pvt. Ltd.  

Your detailed Employment Contract which is applicable to all employees of the RPG Group, is 

attached herewith. This offer is subject to satisfactory references and your medical fitness for 

employment. 

We look forward to you joining Seniority Pvt. Ltd. and the RPG family and wish you a great 

career with the Company! 

Please return a signed copy of these documents as an indication of your acceptance.  

Sincerely, 

 

Ayush Agrawal 

Co-Founder, Seniority Pvt. Ltd.  
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Employment Agreement 

 

1st March 2019 

 

Ms. Shirin Medora  

Pune 

  

 

Further to the meetings you had with us, we have pleasure in appointing you as ‘Catalogue 

Management Associate’ on the following terms and conditions, subject to satisfactory 

references and your medical fitness for employment. 

Please note that in this Employment Contract, the term “Company” refers to Seniority Pvt. Ltd.  

1. Joining 

You will be required to report for duties on 4th March 2019 or within such extended 

period as shall be notified in writing to you, failing which this offer shall stand withdrawn 

automatically, without any further intimation to you.  

 

2. Level, Place of Posting and Reporting 

 

a. You will join the Company at the level of Catalogue Management Associate and 

your place of posting will be Pune. 

 

b. In this role you will report to Sovona Mondal, Sr Manager Social Media & 

Content of the Company. 

 

3. Remuneration 

 

a. Effective from the date of your reporting for duties, you will be eligible for salary, 

allowances and other benefits as detailed in Annexure I - Compensation & Benefits 

of this letter. 

 

b. For purpose of contribution of Provident Fund and encashment of leave, the 

computations will be based on Basic Pay. 

 

c. Our performance year is 1st April to 31st March of each year. Based on your 

performance and Company performance, your annual salary will be reviewed, and 

any increase will be effective from July 1 each year.  

 

d. If your Date of Joining falls on or before 30th of September, you will be eligible for 

increment or bonus in the immediate July 1 following your joining date. The annual 

performance bonus and increment shall be pro-rated to your complete duration of 

service for the said financial year.  

 

e. In case your Date of Joining falls on or after 1st of October, you will be eligible for 

increment or bonus effective July 1 of the following year (i.e. one year after the 

immediate July 1). The annual performance bonus and increment shall be pro-rated to 

your complete duration of service till the end of the following financial year.  

 

Confidential 

 

f. Based on your date of joining, you will be eligible for salary revision from July 1, 

2020 in line with Company policy in this regard.  

 

g. Salary reviews and compensation and benefits revision will always be subject to the 

schedules as may be determined by Company policy from time to time. 

 

h. Please note that within your overall compensation, the salary structure of the 

Company may be altered / modified at any time without prior notice and your 

remuneration and other terms may accordingly be altered/ modified from time to 

time. Further, salary, allowances and all other payments/benefits will be governed by 

the Company's rules as well as statutory provisions in force from time to time and 

subject to deduction of appropriate taxes at source.  

 

i. The Company does not make overtime payments for extra hours worked, if any. 

 

j. Your monthly salary will be paid through bank transfer to your Indian account in 

Indian Rupees on the last day of the month to your salary account.  

 

k. You are requested to note that processing of monthly pay will be subject to 

submission of Permanent Account Number (PAN) and Aadhar Card details to the 

Company. In case you do not have a Permanent Account Number/Aadhar Card, 

please initiate the application process for the same immediately and carry the 

acknowledgement as issued by the Income Tax authorities with you on the day of 

joining. A copy of the acknowledgement will have to be submitted by you for our 

records. 

 

l. Your remuneration package is strictly confidential between you and the Company and 

should not be discussed with any one nor divulged to anyone in any manner 

whatsoever. 

 

4. Condition of Hire 

 

a. Your appointment is based on the information furnished by you in your curriculum 

vitae shared at the time of your interview, your employment application, and all 

further declarations and undertakings. Hence, any false statement or information will 

lead to termination of your employment without notice. 

 

b. You will be on probation for a period of three months from the date of joining, during 

which you will not be eligible for any leaves. The management can choose to extend 

your probation period if your performance is not found satisfactory during this period.  

 

c. You hereby warrant that you are not in breach of any contract with any third party or 

restricted in any way in your ability to undertake or perform the duties of your 

employment. 

 

d. You also warrant that you will be fully responsible for any personal liabilities that 

may arise as the result of an agreement between you and any third party and that the 

Company will in no way be concerned with such liabilities. 

 

e. The Company reserves the right to carry out reference verifications or background 

checks prior to your joining the Company or during your employment with this 

Company. Such background checks and reference verifications, amongst others, 
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would include past employment and salary (this will include your immediate previous 

employment), criminal records, countries resided in or worked in etc. Arising out of 

such verification or check or otherwise, if it is detected that the information furnished 

by you in your application is misstated or is unstated or documents submitted by you 

are not correct, the Company shall, at its sole discretion be entitled to forthwith 

terminate and/ or revoke your appointment with the Company, without further 

reference in the matter.  

 

f. You confirm and represent that there exist no personal circumstances which are likely 

to affect your ability to discharge your obligations during your employment. You 

further undertake to notify your reporting manager and the HR manager immediately 

of any material change in personal circumstances that may have impact on the status 

of your employment including, but not limited to, criminal convictions and/or cases 

pending, health issues, right to work in the country where work is to be performed, 

etc. 

 

g. Your employment will be subject to your being found medically fit and hence you are 

required to mandatorily undergo a medical examination as per the attached Annexure 

II-Checklist of Medical Examination Tests during last 6 months. You will be 

required to submit these reports during your joining. However, in case you have not 

undergone these tests anytime during last six months, you may get the tests done in 

the first week of your joining with our health partners. After joining the Company's 

rolls, your retention in the Company's services will be subject to your maintaining 

yourself in a state of medical fitness to be certified by an appropriate Medical 

authority, as per medical fitness standards laid down from time to time. 

 

h. You will be required to submit the documents as per the attached Annexure III- 

Checklist of Joining Documents to our HR Department mandatorily at the time of 

reporting for duties. Please note that the Company reserves the right to not accept you 

onto the rolls or after such acceptance, to discharge you from the rolls, in case you do 

not fulfill the requirements as specified in the checklist, particularly submission of 

documents in proof of your qualifications, experience, etc. on the day of joining. 

 

5. Service Conditions  

 

a. You will abide by the RPG Code of Corporate Governance and Ethics Policy 

applicable for employees of RPG Group. 

 

b. You will be liable to be posted at any of our offices, project locations, divisions, 

departments, etc., anywhere in India or overseas, including offices / centers of the 

Company situated in any of the locations in the country. You are also liable to be 

deputed to any of the RPG Group organizations at anytime, anywhere in India or 

overseas depending upon the requirement of the organization.  

 

c. In the event of posting/transfer to any group entity including subsidiaries, associate 

companies in India or overseas, you will be issued appropriate deputation/assignment 

letter which will outline the specific terms and conditions of the assignment. 

 

d. You will be governed by all applicable policies of the Company.  
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e. You shall indemnify and keep the Company indemnified and harmless against all 

claims by any third party for loss, damage, expenses suffered, arising out of 

infringement of any patent, trademark, label, design or application, including software 

programs and applications. The Company shall also have a right to recover any 

damages incurred on account of any misrepresentation of your job responsibilities, 

misappropriation of funds by you, or any act done by you which is against the 

policies as laid down by the Company from time to time.  

 

f. The Company agrees to indemnify you and keep you indemnified, for all lawful acts, 

actions, forbearance or activities duly authorized by the Company and undertaken by 

you in your official capacity as an Employee of the Company and for and on behalf of 

the Company in its usual course of business. 

 

6. Assignment of IT assets 

 

a. You will be assigned appropriate IT assets (Laptop, Laptop charger, Mouse, Internet 

dongle, SIM Card, Mobile phone, Tablet, Landline hand-set, HDD drive, Camera, 

Tri-pod and so forth) as per your work content. The decision of the specification of 

the asset lies with your reporting manager and is based purely on your work content.  

 

b. In case of loss of asset by theft, the employee is responsible for producing the copy of 

the FIR to the HR team. In case he/she is unable to do so or in case of misplacement 

of the asset, the company may recover the cost of the asset, which will be equal to the 

depreciated value calculated by the Finance team.   

 

c. The employee will have complete responsibility of the asset allocated to him/her and 

would to keep the asset safe from any kind of damage.  
 

7. Assignment of Intellectual Property Rights:  

 

a. You acknowledge that any and all intellectual property rights, including, but not 

limited to, patent rights, design rights, copyrights, neighboring rights, database rights, 

trademark rights, chip rights, trade name rights and know-how, ensuing in any 

territory or jurisdiction, from or connection with the work performed by you under 

this Agreement (“IP Rights”) and any discoveries, designs, developments, 
improvements, inventions (whether or not protectable under patent laws), works of 

authorship, information fixed in any tangible medium of expression, software 

(whether or not protectable under copyright laws), trade secrets, know-how, ideas 

(whether or not protectable under trade secret laws), trademarks, service marks and 

trade names (the “Innovations”), ensuing in any territory or jurisdiction, created in 
any way pursuant to the activities performed by you for the Company and/or any of 

its affiliates and/or any of the Company’s predecessors in title are exclusively vested 

in and owned by the Company or will be vested in and owned by the Company. 

However, it is clarified that you will be entitled to claim authorship/ inventorship in 

relation to the IP Rights and the Innovations. 

 

b. To the extent relevant, you hereby irrevocably, perpetually and on a worldwide basis 

assign to the Company all rights related to the IP Rights and/or Innovations of which 

the Company is not already the owner based on Clause 6(a), including the use and 

application thereof. You agree that where this assignment (or part thereof) should at 

any time prove to be legally invalid, you shall at such time assign such rights - 
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without imposing any condition thereon - to the Company by a separate legal 

instrument. 

 

c. Should the Company deem necessary, you shall sign an instrument and/or any other 

document at the Company’s first request, based on which the rights referred to in 

Clause 6(a) above will be transferred irrevocably and unconditionally. Should a 

further instrument be required for the transfer of these rights, or the signature of any 

document, you hereby grant the Company and/or its representatives irrevocable and 

unconditional power of attorney to draw up and sign the said instrument and/or other 

document on your behalf. Furthermore, you agree to perform all acts that the 

Company deems necessary or desirable to permit and assist the Company, at its first 

request and at its expense, in obtaining and enforcing the full benefits, enjoyment, 

rights and title throughout the world in the IP Rights and Innovations as assigned 

irrevocably and unconditionally to the Company under this Agreement. 

 

8. Termination:  

 

a. Superannuation:  

Your employment with the Company will stand automatically terminated, without 

any notice at the end of the month in which you attain the age of superannuation, 

which is 58 years. 

 

b. For Cause:  
If you are terminated by the Company or resign from the employment upon written 

notice for Cause (as defined hereunder), you shall not be entitled to any further 

compensation, benefits, or severance compensation of any kind, and shall have no 

further right or claim to any compensation or benefits under this Employment 

Agreement or otherwise against the Company, effective from and after the date of such 

termination. The Company will give notice of one month to the Employee or Salary of 

one month in lieu of notice period. For purposes of this Agreement, “Cause” shall mean 
any one or more of the followings: 

i. Conduct or actions detrimental to the best interests of the Company or its 

customers, employees or vendors; 

ii. Refusal or failure to satisfactorily perform those duties which have been 

reasonably requested or assigned; 

iii. Misuse of funds of Company; 

iv. Any conduct which violates any federal/central /state or local law; and/or Company’s Policies including the RPG Code of Conduct & Corporate Governance, 

in effect at the time; 

v. Any conduct involving personal dishonesty, misconduct or breach of fiduciary 

duty; 

 

c. For other than “Cause”:  
1) Either you or the Company may terminate employment by providing one month 

written notice to the other party.  

2) In this situation, you have to explicitly communicate whether you are joining a 

competitor to the Company. In case you confirm that you are joining competition, 

then the Company can decide to: 

i. Relieve you from services immediately and not pay notice period 

compensation. 

ii. Make an arrangement where you are not attending duties at the workplace but 

continue to be on the rolls of the Company. 
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iii. After your separation from the employment of the Company, if it is 

discovered that you have joined competition after having falsely committed 

that you are not going to do so, or have been ambiguous about the same, the 

Company will treat the action as a breach of trust. 

3) You agree to faithfully perform your duties during the one-month notice period. 

  

d. Termination of employment prior to completion of notice period:  

 

i. If you wish to cease work at any time during the one-month period, subject to 

the consent of the Company, or the Company, at its discretion, wants you to 

leave prior to the completion of the notice period, and therefore waives any 

portion of the one-month notice period, you will only be paid through your 

last date of service. 

ii. Incase you avail leave, Privilege leave or Sick leave, at any time during your 

notice period, the leave so availed would be considered as either a Loss of Pay 

(LoP) or an extra day(s) of notice period (depending on the number of leaves 

taken). The decision of assigning LoP vis a vis additional notice period, lies 

with the reporting manager and is purely based on the work content. 

 

e. Termination of employment during probation period 

i. In the event that your employment with the Company is 

voluntarily/involuntarily ceased during your probation period, the notice to be 

served would be zero days.  

 

 

Your release from the Company’s services will be subject to the satisfactory handing 
over of your duties, responsibilities, Company documents, Company assets, etc. to the 

relevant parties. The full and final settlement will be made to you within 30 days from the 

last day of your service.  

 

9. Non-Disparagement:  

 

It is a material condition of this appointment letter, that you shall not make or publish any 

statement (orally, electronically, or in writing), or instigate, assist or participate in the 

making or publication of any statement, which would or could adversely affect or 

disparage (whether or not such disparagement legally constitutes libel or slander), or 

amount to a libel or slander, or expose to hatred, contempt or ridicule the Company, any 

of the respective  services, affairs or operations; or  any of the Company’s  past or present 

shareholders, customers, directors, officers, members, managers, employees, 

representatives, agents or dealers.  Nothing herein shall prevent you from making or 

publishing any truthful statement: 

i. When required by law, or a court order;  

ii. During any legal, arbitral or regulatory proceeding;  

iii. To any governmental authority, regulatory agency or self-regulatory 

organization;  

iv. In connection with any investigation by the Company.  

You acknowledge that these obligations under this section are fair and reasonable and 

necessary to protect the business of the Company.  You further acknowledge that breach 

of this obligation is likely to cause severe and potentially irreparable damage to the 
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Company, which may not be adequately compensated in terms of money and accordingly 

the Company shall be entitled to obtain injunctive relief from an appropriate forum to 

specifically enforce these obligations.  

 

The terms of your employment, including compensation are strictly confidential between you 

and the Company. Discussion and divulgence of these details with any other party or with any 

RPG employee will constitute ‘Cause’ and may result in termination of your employment.  

The terms and conditions as stipulated above in this Employment Agreement shall be construed 

in accordance with the laws of India. In the event of any dispute, you and the Company shall 

submit to the exclusive jurisdiction of Pune. 

 

If the terms and conditions offered herein are acceptable to you, please return the acceptance 

copy (attached) to HR Team duly affixing your full signature on the last page and initials on the 

remaining pages. Please note that the acceptance copy should reach latest by 2nd March failing 

which this letter and its contents will stand withdrawn and cancelled automatically, without any 

further notice to you. 

 

We take this opportunity to welcome you to the RPG family and wish you a successful career 

with us. 

 

For Seniority Pvt. Ltd. 

 

Ayush Agrawal 

Co-Founder 

 

 

Encl. : Offer & Appointment Letter 

: Employment Agreement 

: Annexure I- Compensation & Benefits 

: Annexure II- Checklist of Medical Examination Tests 

: Annexure III- Checklist of Joining Documents 

 

I have read, understood and agree to the contents including all terms and conditions of the above-

mentioned documents. 

 

____________        Date: 

 (Signature)                                                                                                 Place: 
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Annexure I 

Compensation & Benefits 

 

Name: Shirin Medora 

Designation: Catalogue Management Associate 

Company: Seniority Pvt Ltd. 

Compensation Details 
INR Per 

Month 
INR Per Annum 

Basic Pay 
                        

12,500 
1,50,000 

*Customised Allowance Pool 

(CAP) 
10,580 1,26,960 

**Retirals 1,920 23,040 

Total Fixed Amount 25,000 3,00,000 

Cost To Company(CTC) 
 

25,000 

                            

3,00,000 

BENEFITS : 

a) Medical Insurance for self, spouse and children upto Rs. 4,00,000/-. 

b) Term Life Insurance for self upto Rs. 4,00,000/- 

c) Reimbursement of mobile expense as per Company policy. 

NOTES: 

* This includes Personal Pay, Housing Rent Allowance (HRA), 

Education Allowance, LTA, Medical reimbursement, car expenses etc.   

** This is the Employer and Employee’s contribution towards PF 

which would be deducted from the Gross CTC.  
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Annexure II 

Checklist of Medical Examination Tests 

 

 

 

 

S. No. Tests 

1. CBC+ESR 

2. Blood Group 

3. HIV  

4. Blood Sugar- HbA1c 

5. Lipid Profile & Lipoprotein-a 

6. Liver Profile 

7. C-Reactive Protein & Homocysteine 

8. Vitamin B6, B12 and D 

9. Urine & Stool – Routine 

10. X-ray Chest 

11. ECG 

12. Physical Examination 
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Annexure III 

Checklist of Joining Documents 

 (Copy of these documents should be submitted on joining) 

 

 

S. No. Document 
No. of 

Copies 

1. Copy of PAN Card 1 

2. Copy of Aadhar Card 1 

3. Education qualification mark sheet & certificate  1 

4. Certificates of additional ‘Certifications’ if any 1 

5. 
Date of Birth Proof 

(Birth Certificate/School & College leaving/Pan Card/ Passport) 

1 

6. Passport size Photographs 
2 

7. 

Address Proof (Latest Electricity Bill/Telephone Bill/Ration 

Card/Passport/Voters ID/Rent Agreement/Driving License/Gas 

Bill) 

1 

8. Photo ID Proof (Passport, Pan Card, Voter ID, Aadhar Card) 
1 

9. 

Employment Certificates: Relieving certificates/Service 

Certificate/Copy of acceptance of resignation letter (Certificate 

from all the companies as mentioned in your resume). 

1 

10. Latest Increment/Appointment letter 1 

 

 

 

 

 

 



                                                                                                                                                                            

                                                                                                                                                   Date: 21st March 2019 

To,             

Ms. Shraddha Ghute 

414 New mangalwarpeth Asha Complex,  

Near Ambedkar bhawan Pune-411017        

Subject-Offer Letter 

Dear Shraddha, 
 

With reference to our discussions, we are pleased to offer you the position of “Management Trainee” in 
the above organization.  
 

Your gross emoluments shall be mentioned in your appointment letter. You will be issued a detailed 
appointment letter on your joining us.   
 

You will be at present, posted at Pune (Maharashtra), but can be transferred anywhere, as may be 
deemed fit by the management. You are requested to report for duty on or before 1st April 2019. In case 
you fail to report for duty on this date unless otherwise agreed in written the offer shall stand 
automatically withdrawn.     
 

On the day of your joining you are required to submit the following: 
 

1. Relevant copies of Academic /Professional attainments and work experience. 
2. Documentary evidence of Date of Birth, Address proof and Relieving letter & TDS certificate from 
last employer, details of last salary, appointment letter of current employer. 
3. Two passport size color Photographs. 
4. Two References from your current organization, which has to be completed before you’re joining. 
 
If on verification, at the time of appointment or at a later date it is found that you have furnished wrong 
information, in such cases your services with the company will be liable to termination. 
 
 Please sign duplicate of this offer letter as token of your acceptance of the above terms. 
 



 

Allegis Services (India) Private Limited 
Commerce @ Mantri, Level 3, #12/1, N S Palya, Bannerghatta Road, Bangalore – 560076 

Tel: +91-08-3070 5002 Fax: +91-08-4124 4630, www.allegisgroup.com   
CIN: U74140KA2005PTC035624 

 

 
                                                                                                        
February 21st, 2019 
 
Ms. Tejasvi Ravindra Jagadale 
 
Gangadham Phase-2,  
Bibwewadi Kondhwa Road,  
Market Yard, Pune, Maharashtra - 411037 
 
Dear Tejasvi, 
 
Further to our meetings and discussions, we are extremely pleased to offer you the position of a                          
“Recruiter - Level 1” with Allegis Services (India) Pvt. Ltd ("Allegis India"). Your employment will commence on 
or before February, 25th 2019 or such other date as may be mutually agreed. Your principle place of appointment 
and base location, at all points of time during your employment with Allegis India, shall be Commerce @ Mantri, 
Level 3, No. 12/1 & 12/2, NS Palya, Bannerghatta Road, Bangalore – 560076. 
 

You will be paid an annual compensation of Rs.2,92,788/- (INR Two Lakh(s) Ninety Two Thousand Seven 
Hundered and Eighty Eight Only). The break-up of the compensation structure will be as per the attached salary 
sheet. 
 
Your offer of employment will be subject to the terms and conditions (the "Terms and Conditions") of employment 
and to satisfactory completion of reference and background checks. This offer letter and the Terms and Conditions 
together constitute the employment contract between Allegis India and you. 
 
Notwithstanding your principle place of appointment and base location being the Allegis Office, you may be deputed 
or seconded from time to time, to client locations or premises of Allegis India affiliates across the country where you 
will be required to work on specific assignments. During the entirety of the Deputation you will always continue to be 
governed by the Terms and Conditions and the Company’s Employee Handbook, in addition to any other condition 
that the client may propose in conjunction with the Company. You will report back to the base office on completion of 
your deputation or sooner, if the management of the Company decides so at its own sole discretion.  
 
We extend a very warm welcome into the Allegis family, and look forward to a long and mutually rewarding 
association. 
 
Wishing you all the best, 
 
For Allegis Services (India) Pvt. Ltd.,  
 
Sd/- 
 
 
Panini Balaji 
Head - Human Resources 

Acknowledged and accepted: 
 
 

         

Salary Annexure

Name : Tejasvi Ravindra Jagadale
Designation : Recruiter - Level 1

Monthly

Basic 13,500                           
HRA 5,400                             
Statutory Bonus 2,700                             
Flexi Benefit Plan / Other Allowance 530                                
Gross Fixed Pay (A) 22,130                           

Provident Fund (Employer’s Contribution) 1,620                             
Total Employer's Contribution 1,620                             

Gratuity** 649                                

CTC (A+B+C) 24,399                           

Grand Total CTC (A+B+C+D) 3,00,141         

Additional Benefits 
Mediclaim Insurance for Self plus 3 dependents  6,853              

Total Additional Benefits (D) 7,353              
Personal Accident Insurance 500                 

7,788              

2,92,788         

Retiral Benefits (C)

Annual

1,62,000         
Gross Fixed Pay

64,800            
32,400            

6,360              

19,440            
19,440            

2,65,560         

Employer's Contribution (B)

Date: 21st February, 2019

(**) Gratuity is payable as per the provisions of Payment of Gratuity Act, 1972.

Allegis Global Solutions (India) Private Limited 
Commerce @ Mantri, Level 3, #12/1, N S Palya, Bannerghatta Road, Bangalore – 560076

Tel: +91-08-3070 5002 Fax: +91-08-4124 4630, www.allegisgroup.com  
CIN: U72900KA2000PTC026205
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TERMS AND CONDITIONS OF EMPLOYMENT 

 
The terms and conditions of your employment with 
Allegis Services (India) Pvt. Ltd. (“the COMPANY”) as 
at the date given below including those terms and 
conditions required to be given to you in writing in 
accordance with applicable laws in India. These terms and 
conditions are in addition to the letter of appointment and 
any applicable internal policy of the Company and are the 
basis of your engagement with the Company. 
 
1.0 Assignment of Duties: 
1.1 You are employed in the position of a          

“Recruiter - Level 1” in accordance with the 
terms of the job description to be given to you on 
the Commencement Date (defined in Clause 2.1 
below). You are required to perform such duties 
for the COMPANY as may be designated by the 
COMPANY and which are reasonable consistent 
with your position, and to devote your whole 
working time and attention to your duties. 

 
1.2 You shall perform such duties and exercise such 

powers in relation to the business of the 
COMPANY and any Group COMPANY, at such 
locations, as may from time to time be assigned or 
vested in you by the COMPANY and shall at all 
times and in all respects well and faithfully serve 
the COMPANY and conform with the reasonable 
directions of and regulations made by the 
COMPANY. 

 
2.0 Date of Commencement of Employment:                                          
2.1 Your employment will commence on or before 

“February 25th, 2019” or such other date as may 
be mutually agreed.  

 
3.0 Probation and Confirmation: 
 
3.1 You will be on probation for a period of 3 months 

from the date of commencement of your 
employment with the COMPANY. There will be a 
performance review at the end of the probation 
period, based on which your employment with 
COMPANY will be confirmed or the probation 
period will be extended. You shall be treated as 
confirmed only if you are intimated in writing to 
that effect from the company. 

 
4.0 Remuneration: 
4.1 Salary: Your gross annual salary will be as 

mentioned in the appointment letter and the 
compensation details are as provided on 
Annexure-I for the first year of your Employment. 
Your salary, subject to such deductions as are 
required by law and/or agreed between you and 
the COMPANY, is payable as per the structure 
shown in the annexure to this agreement. 

 
4.2 Mediclaim Insurance: Employee, spouse and 

children less than 21 years of age and parents will 
be entitled to participate in the Hospitalization 
insurance scheme subject to the rules of such 
scheme as laid out in the current existing policy. 
Details of the benefits provided by this scheme 
are available on request. The company reserves 

the right to change or modify the scheme. 
Hospitalization insurance scheme subject to the  

 
rules of such scheme as laid out in the current 
existing policy. Details of the benefits  

 
4.3 You will be entitled to participate in the 

COMPANY’s personal accident scheme subject to 
the rules of such scheme at the COMPANY’s 
expenses. The company reserves the right to 
change or modify the scheme. 

   
4.4 Discretionary performance bonus: (if 

applicable), would be based on your individual 
performance, your group performance and the 
company’s performance. Bonuses are due and 
payable annually following the finalization of the 
Company’s annual results. No entitlement to a 
bonus exists, and no bonus will be paid in the 
event of separation from the company for 
whatsoever reason and manner prior to the end of 
a bonus payable date. Bonuses are payable at the 
sole discretion of the company, and the company 
reserves the right to take into account all relevant 
factors in determining final approved payments. 

 
4.5 Incentives (If applicable): All incentives will be 

paid according to the performance and company 
incentive policy. No Incentive will be paid in the 
event of separation from the company for 
whatsoever reason and manner after last working 
day. The company reserves the right to take into 
account all relevant factors in determining final 
approved payments.   

 
4.4 Provident Fund Scheme: 
 
4.4.1 You will be entitled to the COMPANY’s Provident 

Fund Scheme (As per the EPF Act, 1952) subject 
to its rules and on the under noted basis: 

 
4.4.2 The COMPANY will contribute an amount equal to 

twelve percent of your basic salary towards the 
Provident Fund matched by a similar contribution 
from you. 

 
4.4.3 Your normal retirement age for the purposes of 

your employment and the Provident Fund Scheme 
is 60 years. Subject to clause 9, your employment 
shall accordingly terminate automatically on the 
last working day of the month in which your 60th 
Birthday falls and the COMPANY’s final 
contribution to the plan will also be made in the 
same month. 

 
5.0 Location of work: 
5.1 Your base location shall be the Registered Office 

of the Company at Commerce @ Mantri, Level 
3, No. 12/1 & 12/2, NS Palya, Bannerghatta 
Road, Bangalore - 560076, but the COMPANY 
reserves the right to require you to work at any 
other Company premises or the premises of any 
other client or Group Company, from time to time 
as it may consider necessary. You shall also be 
required, with due authorization, to make business 
visits, overseas and in-land, as would be 
warranted in order to effectively carry out your 
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responsibilities. Please refer to your offer 
documents for details on location. 

 
5.2 You will be issued a deputation letter every time 

you are required to work at any location other than 
the Company Location for any specific 
assignment. Your base office and principal place 
of employment however shall, at all times, 
continue to remain the Company Location.  

 
5.3 You will report back to the base office on 

completion of your deputation or sooner, if the 
management of the Company decides so at its 
own sole discretion. You will continue to be 
governed by the Company’s Employee Handbook 
and the terms of employment with the Company 
during the entirety of your deputation, in addition 
to any other condition that the client may propose 
in conjunction with the Company`.  

 
6.0 Holidays and Leave: 
6.1 The COMPANY will declare certain number of 

holidays for festivals and certain nationally 
important days, the guiding principles being the 
laws of the land and local practice. 

     
6.2 Leave: Leave entitlements will be as per 

COMPANY rules as would form part of the 
Employee Handbook or be separately notified.  

 
6.3 You will continue to be governed by the terms of 

holiday and leave as contained in the Employee 
Handbook even during the periods while you are 
deputed to a Client’s premises, unless expressly 
told otherwise by the Company. 

 
7.0 Conflicts of Interest and Confidentiality: 
7.1 Information pertaining to the COMPANY’s 

operations shall be kept confidential and 
safeguarded by you. On joining the COMPANY, a 
formal agreement to effect non-disclosure of 
confidential information and intellectual property 
etc. shall be executed by you. Any Intellectual 
Property or Patents developed by you during your 
service will be the property of the COMPANY and 
the Group Companies. You will also keep us duly 
informed if you are bound by any confidentiality 
agreement with any of your previous employers, 
in which case you shall keep us indemnified 
against any breach thereof by you. Similarly, after 
leaving the services of the COMPANY, you shall 
keep confidential any proprietary information and 
technologies, which you were involved with during 
your service with the COMPANY and shall render 
yourself liable to damages and costs arising out of 
breach of such confidentiality. 

 
7.2 During the tenure of your employment with the 

COMPANY, you are debarred from undertaking 
any other employment either on full or part time 
basis and shall not engage in any trade or 
business or contract or avocation, or honorary 
work anywhere, (whether or not such employment 
is paid), directly or indirectly without prior 
permission of the COMPANY. Contravention of 
this condition will entail termination of your 
services with the COMPANY without any notice. 

 
7.3 You must not at any time during (except so far as 

is required for the proper performance of your 
duties) nor at any time after the termination of 
your employment with the COMPANY 
communicate or divulge to any person (“person” 
shall include a firm or COMPANY or any other 
undertaking) or make use of or permit any other 
person to make use of for your own or any other 
person’s benefit any Confidential Information. 

 
7.4 You shall hand over all proprietary material, 

whether given to you during the course of 
employment, by the Company or any Group 
Company or a Client immediately on the 
termination of your employment or at such time 
when called upon to do so. Proprietary material 
includes both tangible material such as laptops, 
desktops, phones, electronic equipment, 
documents, etc and intangible material such as 
software, data in desktops, phones, and electronic 
equipment given to you for the purpose of carrying  
out your obligations during the course of 
employment. 

 
7.5 You hereby agree that the restrictions contained 

in this Clause 7 are necessary for the protection of 
the Company, its Group Companies and its 
Clients and that there will irreparable damage 
caused to the Company, its Group Companies or 
its Clients if these terms and breached. 

 
8.0 Deductions from Salary: 
8.1 You agree that the COMPANY may at any time 

deduct, from your salary or any other benefit 
payable to you, any sum including any over-
payment of salary, which in the reasonable 
opinion of the COMPANY you owe to it whether 
by reason of any default on your part or otherwise 
at the time such deduction is made. 

 
9.0 Termination of Employment: 
9.1 This agreement of employment may be 

terminated by One Months’ notice written on 
either side in case of confirmed employees.  The 
Notice Period during the first 3 months of the 
probationary period stands at 1 week.  

 
9.1.1 Notice Period has to be served in full and no 

leaves can be adjusted against the notice period. 
 
9.1.2 Either party will have an option of Notice Period 

buyout by paying the ‘GROSS SALARY’ for the 
buyout period computed based on the monthly 
gross salary. In case of employee opting for 
Notice period buyout, it is COMPANY’s sole 
discretion to accept or reject such notice period 
buyout option with or without assigning reason. 

 
 
9.1.3 The company holds the right to with-hold the full 

and final settlement as well as the relieving 
documents if the notice period policy is not 
adhered to. 

 
9.1.4 Exceptions to this policy require written 

authorization from the respective BU head. 
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9.2 However, in case of discharge due to misconduct, 
the notice period and remuneration in lieu of 
notice will not be applicable. Notwithstanding any 
other provision of this Agreement, your 
employment will automatically come to an end 
without notice when you attain the normal retiring 
age, as set out in Clause 4.4.3 above. 

9.3 Your employment may be terminated by the 
COMPANY without notice under any of the 
following clauses: 

 
9.3.1 If you become of unsound mind. 
 
9.3.2   If at any time you are prevented by illness or 

accident or other incapacity from properly 
performing your duties for a period of six 
consecutive months or for more than 120 working 
days in any 12 consecutive months. 

 
9.3.3 If you either commit any serious breach or (after 

warning) repeat or continue any material breach 
of your obligations under this Agreement or any 
other internal policy of the COMPANY.  

 
9.3.4 If you persistently fail or neglect to carry out your 

duties under this Agreement or fail to maintain a 
satisfactory standard of conduct or performance 
within a reasonable time after receiving written 
warning from the COMPANY relating to your 
conduct and/or performance. 

 
9.3.5 If you commit any act of fraud, dishonesty or 

conduct (whether or not in the course of your 
employment) tending to bring yourself, the 
COMPANY or any Group COMPANY or the Client 
into disrepute or otherwise to affect prejudicially 
the interests of the COMPANY or any Group 
COMPANY. 

 
9.3.6 If you are declared bankrupt, compound with your 

creditors or enter into a voluntary agreement with 
your creditors or otherwise become unable to 
meet your debts and liabilities as and when they 
fall due. 

 
9.3.7 If you are convicted of any criminal offence. 
 
9.3.8 If you commit an offence relating to insider dealing 

or are in breach of the rules of any authority or 
regulatory organization, which apply to you. 

 
9.4 The termination of your employment will not 

invalidate or affect any claim, which the 
COMPANY may have against you, nor will it 
invalidate or affect any terms or conditions of your 
employment, which are expressed to have 
continuing effect after the termination of your 
employment, even if the COMPANY has breached 
any other terms of your employment. 

 
9.5 On communication of the termination / resignation 

of your employment with the COMPANY, you will 
immediately give up to the COMPANY before you 
are relieved all documents of the COMPANY 
including, correspondence, specifications, 
formulae, books, documents, cost data, market 
data, literature, drawings, effects, computer disks, 

materials, equipment and other property of the 
COMPANY or any of its customers or clients in 
your possession and shall not make or retain any 
copies or extracts of parts thereof. 

 
9.6 On termination of your employment you shall 

resign without compensation for loss of office from 
such offices held by you in the COMPANY and 
any of the Group Companies and from any other 
offices you may hold as nominee or 
representative of the COMPANY or any Group 
COMPANY. 

 
10.0 Restrictions following termination: 
 
10.1 Protection of Interest: If you conceive any new 

or advanced methods of improving process / 
formulae / systems in relation to the operations of 
the COMPANY, such development will be fully 
communicated to the COMPANY and will be and 
remain sole right / property of the COMPANY. 

 
10.2 You acknowledge that during the course of your 

employment under this Agreement you will be 
privy to Confidential Information and you will 
make, maintain and develop personal knowledge 
of, influence over and valuable personal contacts 
with clients, staff and third parties.  Accordingly, 
you covenant with the Company that save with the 
previous express written consent of the Company 
you will not in the period of twelve calendar 
months following the date on which your 
employment terminates under this Agreement 
(“the Termination Date”), directly or indirectly 
whether as principal, agent, majority shareholder 
or investor, director, consultant, employee or 
otherwise on your own behalf or on behalf of any 
other person, concern, undertaking, firm or body 
corporate 

 
10.2.1 Deal with, seek employment or engagement with, 

be employed or engaged by or engage in 
business with or be in any way interested in or 
connected with, whether as principal, agent, 
majority shareholder or investor, director, 
consultant, employee or otherwise, any 
Competitor 

 
10.2.2  Solicit business from any client for the purpose of 

providing to that client services which are the 
same as or similar to those you have been 
involved in providing to that client at any time in 
the six months preceding the Termination Date.  

 
10.2.3  Deal with, seek employment or engagement with, 

be employed or engaged by or engage in 
business with any client or work on any account or 
business of any client of the Company or any 
Group Company for the purpose of providing to 
that client services which are the same as or 
similar to any services which you have been 
involved in providing to that client at any time in 
the 6 months preceding the Termination Date. 

 
10.2.4 Solicit or endeavour to entice away from the 

Company or any Group Company any appointee, 
officer, consultant or senior or managerial 
employee of the Company or any Group 
Company (whether or not such person would 
commit any breach of his contract of employment 
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or engagement by reason of leaving the service of 
such company) or knowingly employ, assist in or 
procure the employment by any other person, 
concern, undertaking, firm or body corporate of 
any such person 

 
10.2.5 Communicate to any person, concern, 

undertaking, firm or body corporate anything, 
which is intended to or which will or may damage 
the reputation or good standing of the Company 
or any Group Company. 

 
10.3 In the event the COMPANY is of the reasonable 

opinion that you are terminating your employment 
with the COMPANY to pursue an occupation in 
violation of this Clause, then the COMPANY 
reserves the rights to, at its sole discretion, refuse 
to accept any letter of termination, by whatever 
name called, of your employment with the 
COMPANY.   

 
10.4 You will not communicate to any person, concern, 

undertaking, firm or body corporate anything,   
which is intended to or which will or may damage  
the reputation or good standing of the COMPANY 
or any Group COMPANY. 

 
10.5 You will not at any time following the Termination 

Date, save with the previous express written 
consent of the COMPANY, represent yourself as 
being in any way connected with our interested in 
the business of the COMPANY or any Group 
COMPANY. 

 
10.6 If the COMPANY transfers all or any part of its 

business to a third party (“the transferee”) the 
restrictions contained in this clause 11 shall apply 
to you with effect from you becoming an employee 
of the transferee as if references to the 
COMPANY include the transferee and references 
to any Group COMPANY were construed 
accordingly and as if references to clients were to 
clients of the COMPANY and/or the transferee 
and their respective Group Companies. 

 
10.7 You hereby agree that at the request and cost of 

the COMPANY, you will enter into a direct 
agreement or undertaking with any Group 
COMPANY whereby you will accept restrictions 
and provisions corresponding to the restrictions 
and provisions contained in this Clause 10 (or 
such of them as may be appropriate in the 
circumstances) in relation to such services and 
such area and for such period as such COMPANY 
or companies may reasonably require for the 
protection of its or their legitimate interests. 

 
The restrictions set out in this Clause 10 are 
without prejudice to your other express, implied 
duties whether fiduciary, or otherwise owed to the 
COMPANY or any Group COMPANY. 

 
The COMPANY reserves its rights to add, in 
future, any further clauses to protect its business 
interests after giving you a reasonable notice. 

 
11.0 Representations and warranties 

 
11.1 You represent that you have no commitments to 

former employers or other entities which would 
restrict you joining the COMPANY and/or fulfilling 
any duties and obligations set out herein. You 
also represent and warrant that you have not 
taken or otherwise misappropriated and do not 
have in your possession or control any 
confidential and proprietary information belonging 
to any of your prior employers or connected with 
or derived from your services to prior employers. 
You shall indemnify and hold harmless the 
COMPANY from any and all claims arising from 
any breach of the representations and warranties 
in this Agreement. 

 
11.2 You have furnished to the COMPANY certain 

documents of qualification and have made various 
other representations based on which the 
COMPANY has employed you. You represent that 
all documents furnished to the COMPANY and all  
facts disclosed are true and accurate. You further 
represent that in addition to the disclosures 
already made, you have disclosed all material and 
relevant information which may either affect your 
employment with the COMPANY currently or in 
the future or may be in conflict with the terms of 
your employment with the COMPANY, either 
directly or indirectly. You acknowledge and agree 
that in the event any of the information provided 
by you is found to be inaccurate, misleading or 
false in any manner whatsoever, you shall be 
subject to appropriate disciplinary action, including 
but not limited to immediate termination from the 
services of the COMPANY. 

 
11.3 During the term of this Agreement, you shall not 

directly or indirectly engage yourself in any other 
business, occupation or employment, whether or 
not such activity is pursued for profit, gain or other 
advantage without the COMPANY’S prior express 
approval and you shall not render any other 
commercial or professional services or participate 
in any other commercial activity. 

 
11.4 You acknowledge and agree that notwithstanding 

the disclosure of any Confidential Information by 
the COMPANY to you, the COMPANY shall retain 
title and all intellectual property and any and all 
other proprietary rights in the Confidential 
Information and any developments, modifications 
or improvements made to the Confidential 
Information by you. Nothing in this Agreement 
shall be construed as granting or conferring any 
rights by license or otherwise, expressly, impliedly 
or otherwise in favour of you over any of the 
Confidential Information you may have access to. 

 
12. Definitions: 
12.1 In this Agreement the following words and 

expressions shall have the following meanings: 
 
12.1.1 “COMPANY” shall mean the COMPANY or 

Directors of the COMPANY and, where the 
context so admits, the person to whom you 
directly report. 
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12.1.2 “Competitor” shall mean any person, firm or 
body corporate which competes with any business 
of the COMPANY of a kind carried on by the 
COMPANY or any other Group COMPANY at the 
Termination Date in which you have been 
involved on behalf of the COMPANY at any time 
in the 12 months immediately preceding the 
Termination Date. 

 
12.1.3 “Confidential Information” shall mean all 

information not in the public domain concerning 
the business and/or finances of the COMPANY or 
any Group COMPANY or any other customers, 
clients or suppliers of the COMPANY or any 
Group COMPANY, which you shall have received 
or obtained at any time by reason of or in 
connection with your service with the COMPANY 
or any Group COMPANY including, without 
limitation: trade secrets: customer/client lists, 
contact details of clients, customers and suppliers 
and individuals within those organizations; 
technical information, know-how, research and 
development; financial projections, target details 
and accounts; fee levels, pricing policies, 
commissions and commission charges; budgets, 
forecasts, reports, Interpretations, records and 
corporate and business plans; planned products 
and services; marketing and advertising plans, 
requirements and materials, marketing surveys 
and research reports and market share and 
pricing statistics; and computer software and 
passwords; 

 
12.1.4 “Group COMPANY” shall mean any COMPANY, 

which is from time to time a holding COMPANY 
(as defined by The Companies Act, 1956) of the 
COMPANY, a subsidiary (as so defined) of the 
COMPANY or a subsidiary (as so defined) of a 
holding COMPANY (as so defined) of the 
COMPANY; 

 
12.1.5 “Group” shall mean the COMPANY and the 

Group Companies and any of their Branches or 
affiliates. 

 
13.0 Changes: 
13.1  Please note that you are governed by all Rules 

and Regulations of the COMPANY, which are in 
force at any given time and the COMPANY 
reserves the right to modify any of the terms and 
conditions of service from time to time, which shall 
be binding on you.  

 
14.0 General: 
14.1 This Agreement is in replacement for all previous 

contracts of service or other arrangements 
relating to your employment by the COMPANY or 
any Group COMPANY. 

 
14.2 In the event of one or more of the provisions of 

these Terms and Conditions being invalid, illegal 
or unenforceable in any respect, the validity, 
legality and enforceability of the remaining 
provisions shall not in any way be affected or 
impaired thereby. 

 
 

 
15.0      Laws of Agreement: 
15.1 This Agreement shall be governed by and 

construed in accordance with Laws of India 
subject to the exclusive jurisdiction of the courts of 
Bangalore.  

 
16.0  Arbitration: 
16.1 Any dispute between the parties hereto shall be 

referred to arbitration to be held in accordance 
with the terms of the Arbitration and Conciliation 
Act, 1996. The arbitral tribunal shall consist of one 
(1) arbitrator jointly appointed by the Company 
and You. The seat of arbitration shall be 
Bangalore, India. 

 
 
We take pleasure in welcoming you to our  
Organization and look forward to a mutually beneficial  
association. 
 
We wish you all the best in your career. 
 
Panini Balaji 
Head - Human Resources 
 
 
 

Declaration 
I confirm that I have read and understood the above terms 
and conditions of employment and am accepting the 
same. Also, I acknowledge that I have retained a copy of 
the Terms and Conditions supplied to me. I will be 
reporting for duty on or before the ………………day 
of……..……………2019. 
 
 
Date:   ...............................  
 
 
Signature: ………………………………………... 

Tejasvi Ravindra Jagadale 
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 Date: May 23, 2019

Ms. Manisha Dinesh More

S. No. 14, Jay Jawan Nagar, Room
No. 264, Yerwada
Pune., 411006

Offer Letter

Dear Manisha,

Based on the interview and discussions you had with us, we are pleased to offer you an employment in our C1 Program
under Financial Markets Vertical. Details of the terms & conditions of offer are as under:

You will be designated as Analyst and your initial place of posting will be Pune.1.

You will be required to work for five days a week and have two days of leave at any time during the week – your
manager will inform you about the same.

2.

Your initial  shift  timing will  be 1:30 pm to 10:30 pm which is subject to change basis the roster for the
Program / Process you are assigned to – your manager will inform you about the same.

3.

Your date of commencement of employment will be on or before May 28, 2019.4.

Your Cost to the Company will be INR  217,440  (As per the enclosed Annexure).5.

Deductions applicable: Professional Tax / Income Tax / Transport (As applicable).6.

eClerx offers subsidized transport to employees. Should you wish to avail the same, an amount of INR  1400 will
be deductible from your net monthly salary every month.

7.

Your employment would be subject to the Terms & Conditions, mentioned in your appointment letter, which will be
issued to you on your joining.

8.

You will be on probation for a period of three months from the date of joining. Upon successfully completing the
probationary period, your employment is terminable with 30 days’ notice, with notice being provided by either you
or the company.

9.

During  the  probation  period,  you  may  need  to  undergo  specific  /  designated  trainings  as  a  part  of  your
employment.

10.

Successful completion of these training and probation period is critical for confirmation of your employment.11.

Some of the specialized trainings will require a commitment of significant investment by eClerx as well as the
employee.  In such cases, you will be required to enter into a retention agreement with us. The details of such
developments will be made available to you before the commencement of any such training.

12.
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You are hereby informed that on the day of joining you will have to undergo drug tests pursuant of policies and
procedures established by or as may be deemed fit, from time to time, by the Company / client(s) for whose
processes you will be working for (i.e. if any).By signing this offer letter, you give irrevocable consent to the
Company / its affiliates / officers and employees / Company’s client(s), their affiliated companies, agents and
officers etc., to conduct / arrange to conduct such test(s) and also release the aforesaid persons/entities of any
claims, which you may have in this regard.You may be required to undergo tests for substance abuse as and
when deemed necessary by the organisation. Should the reports of such testing be positive, the organisation
withholds the right to initiate suitable action, including termination of services, against you.

13.

You may need to undergo specific / designated trainings as a part of your employment. Such trainings are aimed
to present an opportunity to expand your knowledge base, enhance your domain and product know-how, and
equip you for effective execution of all your job responsibilities. Some of the specialized trainings will require a
commitment of significant investment by eClerx as well as the employee.  In such cases, you will be required to
enter into a retention agreement with us. The details of such developments will be made available to you before
the commencement of any such training

14.

The offer is made to you subject to the following pre-conditions without fulfilling which your offer may be treated
as null and void:
You will be required to submit, the following set of documents within five working days from the date of this letter
being issued to you.

15.

Four passport size color photographs.a.

One set of photocopies of all certificates and mark sheets along with the originals for verification.b.

One photocopy of appointment letter and last three months’ salary slips from the current employer along with
originals for verification (Applicable if currently employed).

c.

One photocopy of appointment letter and experience certificate /  relieving letter from all  the previous
employers along with originals for verification (Applicable if worked with more than one organization).

d.

One  photocopy  of  Pan  Card.  If  Pan  Card  not  available,  candidate  must  apply  for  it  and  bring  the
acknowledgement copy.

e.

One photocopy of passport / driving license etc. for photo ID.f.

One photocopy of telephone bill / ration card, gas connection bill, etc. for proof of address.g.

One photocopy of experience certificate / relieving letter from the current employer along with originals for
verification (Applicable if currently employed) within three working days from the date of joining.

h.

In the initial recruitment process you were advised that this position is considered ‘critical’ and, therefore, your
appointment is contingent upon successful completion of a background check, documents submitted by you are
sent for necessary verification and authentication to the background verification agency.

16.

Confidential Manisha Dinesh More
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You will be required to report on the said date or you are required to inform the HR at least 15 days

before the agreed joining date, failing this, the offer shall stand withdrawn automatically, without any

further intimation to you. 

On the day of your joining, you are requested to meet with Ms. Arti Singh from Human Resources team for all joining
formalities at our Pune office at 9:00 a.m. (Address: Block No-01, 5th Floor, Quadron business Park, Rajiv Gandhi
Infotech Park, Hinjewadi, Phase II, Pune) email: Arti.singh@eclerx.com; contact number: +91-20-40277370)

Terms of your employment are governed by eClerx and eClerx reserves the right to make changes to your work location,
shift and business vertical based on requirements of the organisation.

Kindly sign a copy of this letter as a token of your acceptance of this offer.

We welcome you to the eClerx family and wish you a successful career with us.

Yours Truly,                                                                                                       Accepted By 

For eClerx Services Ltd

Andrews Simon
Associate Principal – Human Resources                                        Manisha Dinesh More 

Confidential Manisha Dinesh More
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  Annexure I  

Name: Manisha Dinesh More
Designation: Analyst
Program : C1
Date of Joining: May 28, 2019

SALARY OFFER BREAK-UP Amount (INR)
Basic Pay 7,550
Conveyance Allowance 1,600
Medical Allowance 1,250
Other Allowance 3,082
Monthly Fixed Compensation 13,482
Retiral Fund 1,618
Monthly Total Compensation 15,100
Annual Total Compensation 181,200
Performance Bonus (Upto) 36,240
Cost To Company 217,440
Gratuity 4,358
Total Cost To Company 221,798

Since you have opted not to participate in the Employee's Provident Fund Scheme, the Retiral Fund amount
mentioned in your salary will be paid as part of Monthly Fixed Compensation

Other Benefits:

You will be entitled to earned leaves equivalent to 24 working days per year. At the end of the financial year, 50%
of your leave entitlement will be carry forwarded to the next financial year while encashing the rest subject to a
maximum limit of 12 leaves.

1.

All increments and bonus payouts will be prorated basis the date of joining or standard salary changes as per
company policy which are contingent on your performance and subject to you being on active payroll of the
company, on the date of actual payout. Any Employee serving notice period will not be eligible to receive the
increments &bonus pay-outs..

2.

From the annual bonus, a fixed bi-monthly bonus of 2% would be paid to you every two months, post confirmation
of your services with the Company. The balance 8% of your annual bonus would be paid basis your performance
as evaluated at the end of the financial year. Non-payment of the bi-monthly bonus, if any, may be on account of
performance gap, disciplinary action, or client escalation.

3.

You will be entitled to gratuity as per the provisions of the Payment of Gratuity Act 1972 and the amendments
made thereafter.

4.

A comprehensive Hospitalization Benefit will be available for you, including pre-existing disease cover. The limit of
coverage is Rs.100,000.

5.

If you are required to work in the night shift, you will also be entitled to receive a night shift allowance calculated6.

Confidential Manisha Dinesh More
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basis the number of nights worked during the month, subject to the terms and conditions laid out in the Company’s
policy.
Language Allowance, if any, will be withdrawn if your role changes for any reason whatsoever, and the new role
does not require you to use your language proficiency.

7.

In the event of your voluntary separation from the company within a period of 12 months from your date of
relocation / transfer to any of the Company's offices in India (if any), you shall be liable to pay to the Company, all
the expense incurred towards movement of household goods, relocation allowance, accommodation cost and all
other expenses related to your relocation/transfer.

8.

 

For any further queries, request you to get in touch with your recruiter or drop an email to below mentioned
POC’s:

Mumbai and Pune Location - candidateexperience_eclerx@eclerx.com or contact, Shreya Sharma (8879691073) or
Pooja Sinha (8879267713)

Chandigarh Location - Recruitment_Managers@eclerx.com or contact, Anjali Singh (8558896846)

 

I have read and understood all the above mentioned points and accept the offer.

Offered By:    Andrews Simon
Designation: Associate Principal – Human Resources

 

Accepted by: _________________                                                                          Date: _________________

Confidential Manisha Dinesh More
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Name of the Candidate Nilam Kamble

Designation: Analyst

Official Title  Non Officer 

Job Title  Analyst 

Total Fixed Pay Offered ( Annual)                                      239,000 

Target Bonus ( %) 10%

Manager Category Individual Contributor

Shift Timings 2:00 p.m. – 2:59 p.m.
 

 

Salary Component  Offered Annual Salary  Offered Monthly Salary Component Comments  Current Annual Salary Hike %

Basic                                            95,600                                           7,967 40% TFP

Housing Rent Allowance                                            38,240                                           3,187 40% Basic

Statutory Bonus                                            10,000                                              833  Conditional 

Flexible Cash Component                                            95,160                                           7,930 

Total Fixed Pay (TFP)                                          239,000                                         19,917                                               -   

Provident Fund                                            11,472                                              956 

Gratuity                                              4,598                                              383 

Retirals Total 

(Employers Contribution) 
                                           16,070                                           1,339                                               -   

Total Cost to Company (TCC) : TFP + Retirals                                          255,070                                         21,256                                               -   

Bonus Potential*                                            23,900  One Time Annual Payment 

Target Annual Incentive  / Bonus Total                                            23,900                                               -   

TCC + Bonus                                          278,970                                               -   

Shift Allowance**                                            31,680                                           2,640 

Food Coupons                                            13,200                                           1,100  Meal Card 

Transport Opt Out Allowance                                            54,000                                           4,500  See, the notes section below 

Notional CTC                                          377,850                                               -   

  

                                               -   

Points to Note:

* Bonus Potential

Insurance

Transport

Transport Opt Out Allowance

Shift Allowance**

Statutory Bonus

  

  

Salary Calculator for General Hiring (Excluding OCI / PIO)

 Bonus potential indicates bonus eligibility based on Company, Business Unit and Individual performance and will be pro-rated 

depending on the Date of Joining.  
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 Conditions Apply 

 Proposed CTC Current CTC

Please Insert  / Select Value in CELLS highlighted in YELLOW, Only.

  

 Applicable only if, the monthly salary (TFP) is less than INR 21,000 Per Month  

 Cab Sharing Facility To and Fro from work  

 Group Medical Insurance: INR 4,00,000/-

 Applicable for employees opting out of company provided Transport  

NTAC:1HS-16

                                                         

 

 

Date: 9th July 19 

Ms.Jyoti Choudhary 

Sr no.53, flat no.302 Shri Ganesh Bldg 

Kale padal, Hadapsar 

Pune 411028 
  Subject: Employment Letter 

Dear Jyoti,  

We are pleased to inform that you have been selected for employment with State Street Syntel Services Pvt Ltd as Officer (E0).Your 

total emoluments are Rs.185000 /One Lakh Eighty Five Thousand- per annum and are described in “Annexure A”. Your 
salary/emoluments shall be kept strictly confidential and you shall not disclose the same to any third party.  

Your appointment is transferable and the Company at its discretion may transfer you to any other department or to any place in India 

or outside India and as such you may at any time be transferred to any of the offices of the Company, its associates, affiliates or 

organizations with whom the Company has transactions whether the office, subsidiary, associates, affiliates or organizations is in 

existence today or to be set up hereafter. While every attempt would be made to give you reasonable advance notice of such transfer, 

however in case of emergency such transfers may be made effective immediately. 

You will be on probation for a period of six months from the date of commencement of your service, which may be further extended 

at the sole discretion of the Company. On successful completion of the probation period, your services will be confirmed in writing. 

Your employment with the company is subject to termination if you fail to meet up with the necessary training requirements 

for the project allocated to you. 

Either party can terminate this Employment Letter (“Employment Agreement”) by providing a written notice or payment of basic pay 

in lieu of such notice to the other party. The notice period shall be thirty (30) days during probation period and Forty Five (45) days on 

confirmation. The waiver of Notice period, if any, will be at the final discretion of the Company.  

Your retention in Company's employment will be subject to your being found and remaining medically (physically and mentally) fit. 

The Company reserves the right to ask you to undergo medical examination as and when considered necessary.  

The Company shall conduct a background verification of all records/ references provided by you. Your employment with the Company 

will be subject to your background check records being clear, satisfactory, and free from ambiguity and in accordance with the policies 

of the Company prevalent from time to time. The Company reserves the right to ask you to furnish additional documentation or 

supporting information in this regard, as and when considered necessary.  

The terms and conditions of the employment are listed in “Annexure B”. 

You are requested to report to duty in our office on 10th July 2019, at 9.30 am at the following address: Unit S-4, Training Room No 

1, A-Wing, Plot B-1Software Technology park, MIDC, Talawade, failing which this employment offer shall be considered null and 

void. 

Please return the acceptance copy (Annexure C) after affixing your full signature in token of your formal acceptance of the terms and 

conditions of employment offered herein. 

We take this opportunity to welcome you to Syntel family and look forward to a very fruitful association with you. 

Yours sincerely 

For State Street Syntel Services Pvt Ltd 

 

Head – Global Recruitment Cell 

Encl: Annexure A – Remuneration Details; Annexure B – Terms and Conditions of Employment Annexure C - Acceptance Copy. 

     

I accept the employment offer (including Annexure A and B) and shall join the Company on _____________________  

Date & Signature ____________________.  

 



                                                         

 

 

Annexure A-Remuneration Details 

   

 

 

 

 

Name :Jyoti Choudhary     

Designation: Officer - KPO    

Grade: E0    

     

Compensation Components Monthly (Rs.) Annual (Rs.) 

Salary &  Allowances     

Basic Salary 5927 71120 

House Rent Allowance 2963 35560 

Bonus 2400 28800 

Special Allowance 2192 26304 

Conveyance Allowance 600 7200 

Total Salary & Allowances                               (A)               14082 168984 

      

Company’s Contribution to Provident Fund (PF) (B) 1335 16016 

      

      

      

Total Cost To Company                        C = (A+B) 15417 185000 

     

      

Notes:     

      

(1) Bonus amount is currently paid on monthly basis and is adjustable against any liability, 

statutory or otherwise that may arise in the future. The frequency of payment of "Bonus" 

Component is subject to further modification as per Management Discretion. 

(2) Company's Contribution to PF is @12% and is calculated on the sum of Basic Salary, 

Special Allowance, Bonus & Transport or Rs. 1800/- per month whichever is lower. 

(3) The Salary / allowance structure is liable for modification from time to time and all 

payments are subject to appropriate taxation as per the Income Tax Laws. 

(4) All payments would be as per company rules & regulations and administrative 

procedures / regulations. Individual components and amounts against each component may 

undergo modification from time to time depending on statutory regulations. 

(5) As per the Company policy, you will be covered under a company provided Medical 

Insurance. 

      

      

      

      

      

Adarsh Krishna     

Head - Global Recruitment Cell     
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2018-2019 

Students Pursuing Higher Education 

Report  
NIL 


