 Date:
XXXXXXX(Candidate’s Name)

XXXXXXX(Address)

Subject: Appointment for post of [Designation]
Dear XXXXXX,
With reference to our offer letter and your subsequent acceptance of the same, we are pleased to appoint you as an employee with Organization on the following terms and conditions:
1. Commencement of employment
Your employment is effective ______
2. Job title
You will be designated as  [Role]  [Designation]  in [Band], 
3. Salary
Your Annual Cost to company (CTC) shall be Rs. …….. (INR –words). The detailed break up & other benefits will be as set out in Schedule 1, hereto.
4. Place of Employment
Your present place of posting will be at  ………….. [City, State]. You may however be required to work at any place of business which the Company has, or may later acquire.
5. Working days
Normal working days are Monday through Friday, both days included. You will be required to work as necessary for the proper discharge of your duties to the Company, If necessary for additional days depending on your responsibilities. Considering the nature of our work in servicing global clients you may be required to work hours which are convenient for our clients
6. Nature of duties 
You will perform to the best of your ability all the duties as are inherent in your post and such additional duties as the company may call upon you to perform, from time to time. 
7. Company property
You will always maintain in good condition Company property, which may be entrusted to you for official use during the course of your employment and shall return all such property to the Company prior to relinquishment of your charge, failing which the cost of the same will be recovered from you by the Company.

8. Borrowing/accepting gifts
You will not borrow or accept any money, gift, reward or compensation for your personal gains from or otherwise place yourself under pecuniary obligation to any person/client with whom you may be having official dealings.
9. Withdrawal of services/Resignation
(a) Your appointment/services can be withdrawn by the Company, without any reason, by giving you 2 months’ prior notice in writing or salary in lieu thereof. For the purpose of this clause, salary shall mean basic salary.
(b) You can withdraw your employment with the Company, without any cause, by giving no less than 2 months’ prior notice or salary for unsaved period, left after adjustment of pending leaves, as on date.
(c) The Company also reserves the right to withdraw your employment summarily without any notice period or financial obligation, if it has reasonable ground to believe you are guilty of misconduct or negligence, or have committed any fundamental breach of contract or caused any loss to the Company. 
(d) In the event of your separation from the company for whatever reason, you will return to the Company all property; documents and paper, both original and copies thereof, including any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data and the like; and Confidential Information, in your possession or under your control relating to your employment or to clients’ business affairs. 
10. Confidential Information
(a) During your employment with the Company you will devote your whole time, attention and skill to the best of your ability for its business. You shall not, directly or indirectly, engage or associate yourself with, be connected with, concerned, employed or engaged in any other business or activities or any other post or work part time or pursue any course of study whatsoever, without the prior permission of the Company.
(b) You must always maintain the highest degree of confidentiality and keep as confidential the records, documents and other Confidential Information relating to the business of the Company which may be known to you or confided in you by any means and you will use such records, documents and information only in a duly authorized manner in the interest of the Company. For the purposes of this clause ‘Confidential Information’ means information about the Company’s business and that of its customers which is not available to the general public and which may be learnt by you in the course of your employment. This includes, but is not limited to, information relating to the organization, its customer lists, employment policies, personnel, and information about the Company’s products, processes including ideas, concepts, projections, technology, manuals, drawing, designs, specifications, and all papers, resumes, records and other documents containing such Confidential Information.
(c) At no time, will you remove any Confidential Information from the office without permission.
(d) Your duty to safeguard and not disclose Confidential Information will survive till the expiration or termination of this Agreement and/or your employment with the Company.
(e) You shall not divulge or disclose any details of inventions or methods of company’s plans etc. to any third party which shall be the exclusive property of the company.

(f) Upon leaving the employment of the company , you shall not take any blueprint or other reproduction or other data, tables, letter or documents or any other copy of writing of any nature whatsoever pertaining to the business of the company.
(g) Breach of the conditions of this clause will render you liable to summary dismissal under clause above in addition to any other remedy the Company may deemed fit or have against you in law.

11.Non Competition. 

During your employment and for a period of twelve (12) months after termination of employment for any reason, you agree that you will not, whether alone or as an individual proprietor, partner, officer, director, employee, agent, consultant or stockholder of any company or other commercial enterprise, directly or indirectly, engage in any business activity that competes with any business conducted or proposed to be conducted by Organization or any of its subsidiaries nor otherwise assist such person, company or other commercial enterprise in engaging in such business activity.

12.Non-Solicitation of Company Employees.

During your employment and for a period of twelve (12) months after termination of employment for any reason, you will not, directly or indirectly, solicit, recruit or hire any employee or consultant of Organization to work for a third party other than Organization or knowingly engage in any activity that would cause any employee or consultant of Organization to violate any agreement with the Company.

13. Notices
Notices may be given by you to the Company at its registered office address. Notices may be given by the Company to you at the address intimated by you in the official records.
14. Applicability of Company Policy
You will be governed by the Rules & regulations of Organization relating to condition of service. The Company shall be entitled to make policy declarations from time to time pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies, etc., and may alter the same from time to time at its sole discretion. All such policy decisions of the Company shall be binding on you and shall override this Agreement to that extent.
15. Governing Law/Jurisdiction
Your employment with the Company is subject to Indian laws. All disputes shall be subject to the jurisdiction of Haryana (or State where the organization run’s its operations)
16. Acceptance 
Please confirm your acceptance of this Contract of Employment by signing and returning the duplicate copy.In case the signed acceptance is not received by _____ then this offer of appointment would be null and void. Also, in case you are not able to join the organization by _____ then this offer of appointment won’t be valid unless the joining date is extended at the sole discretion of the organization.

17. Validity of Appointment Subject to Successful Background Verification

Please note that in the event of an unsatisfactory report on your background verification this offer of appointment wont be valid.In case the background verification report is received after you have joined the organization and the report in unsatisfactory, Organization reserves the right to discontinue your employment with immediate effect without being liable for an financial consideration or otherwise.

We welcome you, and look forward to have a fruitful association while working with you.
Yours Sincerely,
XXXXXXXX
I have read & understood the terms & conditions of employment & shall abide by the same during my tenure with Organization.

Name- ________________________________

Signature - _____________________________

Date - _______________

Schedule 1

Compensation Details

	Component
	 Amount INR

	Basic Pay
	

	Flexible Allowances:
	

	Housing Rent Allowance
	

	Conveyance Allowance
	

	*Employers Contribution to PF @ 12% of Basic
	

	Leave Travel Allowance
	

	Special Allowance 
	

	Variable pay 
	

	Total Compensation
	


*You would be eligible for gratuity over and above the mentioned compensation. Eligibility would be governed by the Gratuity Act.
Authorised Signatory
ORGANIZATION 

