                                                                                                                                                                                                                     20th Oct……
Mr………



Dear Sir,

Further to our offer letter dated ………, we are pleased to offer you an appointment in the Company’s Managerial Cadre w.e.f ………. On the following terms and conditions:-


1. Your appointment will be subject to your being found medically fit.

2. You will be on probation for six months from date of your joining.

3. You will be eligible to receive compensation/facilities, which is based on the concept of ‘ COST TO COMPANY’ (CTC), which will consist of Base Salary, Retrials, Flexible Pay and Variable Pay. Your Compensation Cost to the company is Rs. 5,70,000/- per annum. Out of Compensation Cost to the Company your Base Salary is fixed at Rs. 12800/- per month and balance amount of Rs. 34,700/- per month is considered for Flexible Pay, Retirals, and Variable Pay which will consist of the following:


   I        FLEXIBILITY  

1. House Rent Allowance (maximum 100% of Base Salary)
2. Other Allowance (covering Education allowance, Conveyance allowance, Newspaper/Magazine allowance etc.)
3. Leave Travel Assistance (limited to 5% of the CTC)
4. Medical Reimbursement (present max. tax free limit is Rs. 15,000/- p.a.
      
                  II      RETIRALS

1. Contribution to Provident Fund (existing statutory rate of 12% of your
Base salary)
2. Contribution to Bonus/ Ex-gratia/ Superannuation Scheme (existing rate 
of 15% of your Base salary)
3. Contribution to Gratuity Scheme (existing statutory rate of 4.81% of 
your Base salary).

You are requested to fill in the break-up of the Flexible Benefit Pay in the enclosed salary offer sheet as per the guidelines mentioned above and return to us, duly signed.



                


  

                   III       VARIABLE PAY (10% of your CTC)

                   You are requested to fill in the break-up of the Flexible Benefit Pay in the
                   enclosed salary offer sheet as per guidelines mentioned above and return to
                   us, duly signed.

                   Income-tax provisions and applicability on all the above would be borne by
                   You.

4. Kindly note that your CTC is confidential. We request you to ensure that you
         Maintain as secret and confidential all information, including your Terms of
         Employment and Compensation package. You shall not use or divulge or 
         disclose any such information except as may be required under obligation of
         Law or as may be required by the Company and in the course of your 
         employment.

5.   You will submit to us the true copies of all certificates/marksheets, including 
         relieving letter & salary certificate from your present employer and five 
         passport size colour photograph at the time of joining. Please also note that 
         you will be required to furnish all the original certificates/ marksheets at the 
         time of joining for verification.

6.    Please sign and return the duplicate of this letter alongwith the copy of general 
         terms and conditions and salary offer sheet in token of your having received the 
         same and acceptance thereof. We trust your services with the company will be 
         to our mutual benefit.


Kindly note that you will be governed by the General Terms and Conditions of Servic pertaining to your employment with us, which was, attached along with the offer letter dated ……………

Meanwhile, we take this opportunity to thank you very much for the interest you have shown in our organization and would look forward to welcoming you in our midst.


Yours faithfully,

For………Ltd



………………..
Manager- Human Resources.









                                                                                                                      3rd oct…

Mr………



Subject: Offer Letter.

Dear Mr…….

With reference to your application and subsequent interview you had with us, we are pleased to offer you an appointment in the Company’s Managerial cadre.

Your appointment will be subject to your being found medically fit and satisfactory references.

You will be on probation for six months from date of your joining.

It is agreed that your salary offer is based on “cost to company”, as per discussion we had with you.

The formal letter of appointment will be issued to you on your date of joining.

You are requested to join us on or before 17th October 2005 at …………………………………………………………………………………………………………………………………………., Bangalore.

You will submit to us the true copies of all the certificates / marksheets, including relieving letter & salary certificate from your present employer and five passport size colour photograph at the time of joining for verification. At the time of joining or at any time during your tenure in …….Ltd, if any discrepancy or incorrect information is found in your certificates or any other documents/application furnished by you, your appointment with …….Ltd stands cancelled.

The General Terms and Conditions of service are attached herwith.

Kindly sign the duplicate copy of this letter as a token of acceptance.

We wish you all the very best in your new assignment.

Thanking You,

For………Ltd

……………………..
Asst. Vice President – Human Resources









GENERAL TERMS AND CONDITIONS OF SERVICE FOR MANAGEMENT CADRE

1. PROBATION:
 
         You will be on probation for a period of 6 months from date of your joining the
         Company. The Management reserves the right to extend this period if required. 
         At the end of the period of your probation including such extended period as
         Mentioned above, you will be confirmed in your position in writing provided 
         Your service during the probationary period has been found satisfactory in all 
         Respects. Until so confirmed in writing you shall continue to be on probation.

2. PLACE OF WORK:

You will be required to work in any of our establishment within the republic of
India as may be directed by the management from time to time and are liable to be transferred to any department, office or establishment forming part of our organization or our associates.

3. HOURS OF WORK AND PAID HOLIDAYS:
   
         You will abide by the working hours, weekly offs and paid holidays of the
         Department, office or establishment where you are posted from time to time.

4. COMPENSATION REVIEW:
 
          Your compensation will be reviewed normally once a year as per Company 
          Policy, which will generally be on 1st April every year. Revisions in your
          Compensation will be subject to and on the basis of effective performance and
          Results during the period and other relevant criteria.

5. MEDICAL AND HOSPITALISATION BENEFIT:

As a non-ESI covered staff, you and your family (spouse and two children) are eligible for reimbursement of hospitalization expenses in accordance with the Company’s scheme to such limits as may be prescribed from time to time.

6. LEAVE:
 
         On confirmation of services you will be eligible for Emergency Leave (SL) in force from time to time as per schedule of benefits. During probation, however, you will be granted pro-rata SL. You will be eligible of benefits for availing your privilege leave as per schedule of benefits on completion of one year service with the company. However, such leave will be counted from your date of joining and credited to your account on 1st January each year.

7. LEAVE TRAVEL ASSISTANCE:
 
         You will be eligible to avail LTA subject to the maximum amount allocated by you.

8. PROVIDENT FUND:
 
         You will join the …..Ltd Employees Provident Fund and remain a contributor and member of the fund during your employment with us subject to the rules of that fund as are in force for the time being or as may be framed in future.

9. PENSION FUND:

You will become the member of the Employees Pension Scheme as applicable, in accordance with statutory requirements.

10. GRATUITY:

On confirmation in service, you will be eligible for Gratuity in accordance with the Company’s scheme as applicable. (Scheme separately available with Personnel Department)

11. BONUS/EX-GRATIA/SUPERANNUATION:

You will be eligible for either of the above 3 benefits as per company rules/scheme as may be in force from time to time. (Details may be obtained from Personnel Department)

12. SUPERANNUATION:

You shall retire from the service of the company upon completion of the age of 58 years. The company’s decision in regard to your date of birth as per Company’s records shall be final.

13. NOTICE OF TERMINATION:

Your services may be terminated by giving one month’s notice or compensation in lieu thereof during the probationary period and by 3 month’s notice or salary in lieu thereof after confirmation by either side. If adequate notice as aforesaid is not given by an employee while resigning from the services of the company, appropriate deduction will be made to cover the notice period. However, the decision on adjusting the notice period will be based on sole discretion of the management.

14. In the event of your leaving our employment voluntarily, you are prohibited from joining any of the established competitors of our company in India or elsewhere, for a period of 2 years from date of your such leaving.

15. INVENTIONS:

If you alone or jointly with any other person or persons make, acquire or devise any patents, trade marks, inventions, discovery, process or improvement or compile any data relating to any plant, machinery, appliance, project, process, technique or method of manufacture or constructions, the same shall be deemed to have arisen out of and in the course of your employment and the same shall become the property of the company. If so required by the company, you will sign and execute all documents and papers to ensure the company’s ownership for all such patents, inventions, trade and data.

16. CONFIDENTIALITY:

In consideration of the opportunities, training, and access to new techniques and know-how that will be made available to you, you will be required to comply with the confidentiality norms of the company. Therefore, please ensure that you maintain as secret and confidential all information, including your Terms of employment and Compensation package and shall not use or divulge or disclose any such information excepts as may be required under obligation of Law or as may be required by the Company and in the course of your employment.

17. GENERAL:

A)    You will be responsible for the safe keeping and return in good condition and order of all our property such as tools, equipments, instruments, books, etc., which may be in your custody, use, care or charge. We shall have the right to deduct the money value of all such things from your dues and take such action as we deem proper in the event of your failure to account for such property to our satisfaction.
       
B) You will safeguard, protect and preserve all data/literature/information developed or acquired by the company in visual, audio-visual, magnetic, written or any other form, which is to the construed as the intellectual property of the company and will ensure that such information will not be communicated, divulged, parted with or removed from the precincts of the company by any means whatsoever.

C)   You will keep us informed of any change in your residential address or civil status.

D)    You will abide by standing orders and/ or other staff rules and regulations applicable to you, which are in force for the time being or may be framed from time to time.

E)    Your appointment shall be subject to company rules and regulations in force now and that may be into force from time to time and such acts or laws and regulations as are applicable and are in force now and / or any such acts or laws and regulations as are applicable and are in force now and/ or any such modifications or enactments that may come into force from time to time.

F)    You will not without our previous written permission carry on any business or enter for a part of your time in any capacity the services of or be employed by any other firm, company or person. You will devote your whole time and attention to your duties to promote the interests of our organization and will not utilize or divulge to any person or persons any of our trade secrets or affairs. In particular, you will not divulge or part with any drawings quotations, specifications, manufacturing information, etc.

G)    Company may require you to undergo medical examination by Company’s medical officer or a medical practitioner nominated by the company, as and when necessary.

H)    Any notice required to be given to you shall be deemed to have been duly and properly given if delivered to you personally or sent by post to you at your address in India as per Company records.




 




