To:

Mr. /Ms ………………….

………………………… (Full Postal Address)

Dear Mr. /Ms ………………..

Sub:  Selection of Manager Marketing.

Ref:  Your application dated ………….

1.Based on your qualifications and performance in the Interview in our Office on ……….. (Date) we are glad to offer you employment in the position of Manager Marketing in the pay scale of Rs …………. (Basic) plus allowances as applicable in our Company. You will be required to join duty by ………. (Date).

2.You will be on probation for a period of 6 months from the date of joining duty, during which time your services may be terminated with 1 month’s notice or pay in lieu thereof.

3.If you agree to join duty as per the above terms and conditions, please signify your acceptance to the under-signed within 7 days of receipt of this letter to enable us to issue formal Letter of Appointment to you.

With regards.

Yours sincerely,

Place: …………… Dated ……………

To, 

Ms. Sarika Thakkar

“Batuk Niwas”

Juna Bazar

Bharuch – 392 001

Dear Ms. Sarika,
With reference to your application and the subsequent interview/s that you had with us, we hereby place on record the terms on which you have been appointed as HR Executive.

You will be paid a consolidated salary of Rs.8,300.00 per month during probation period, inclusive of special allowance permissible under the Minimum Wages Act, 1984 and you will also be entitled to Dearness Allowance if applicable to your category of employees in the organization.

1. All taxes on your income shall be payable by you.

2. You will join us latest by June 1, 2005.

3. You will be on probation for an initial period of three (3) months, which may be extended. If you are not confirmed in writing by us on or before the expiry of the original period of probation mentioned above, your probation shall be deemed to have been extended even though no intimation is given to you in writing to that effect, which shall be in no event be more than one year.

4. (a) During the probation period (original or extended) your services are liable to be terminated without assigning any reason or notice or compensation or payment in lieu of notice.

(b) If your services are approved and if you are confirmed in our service in writing, you will be paid Rs.8,300.00 per month and you will be entitled to all the benefits prevailing in the company and eligible to your category of permanent employees.

5. You will not be eligible to the benefits, which are enjoyed by the permanent employees of the company during your probationary period.

