Dated :

Employee Code:

Name

Address

Dear << Full Name>>

We are pleased to confirm your appointment in our company with effect from <<Date>>

Here below are the terms of your appointment:
1) Assignment :  Your present position will be that of <<Designation offered>> to be posted at our <<Location>> office. The company may however reassign and/or transfer you to any other similar position in the company, anywhere in India. You will be expected to undertake such reasonable duties, as the company shall from time to time determine. You may also be required to perform duties for other group companies if necessary.
2) Salary :  Your salary, allowance and re-imbursements of expenses will be as per details attached to this letter  and marked as Annexure.
3) Medical Benefits:  You, your spouse(if dependent),dependent children and dependent parents will be covered at company’ s cost under the Medi-claim Insurance policy/ESI, as applicable. Your medical expenses not covered under the medi-claim policy will be re-imbursed subject to the rules of the company.
4) Probation :  Six months/One year probationary period after which there will be a review of your performance.
5) Separation :  For employees in senior levels(starting from Assistant Manager) /Faculty/Teachers ,during probation the notice period will be one month; and after confirmation of employment the notice period will be three calendar months. For employees in Junior Level & Mid –Level Management(Executives/Assistant), during probation ,the notice period will be fifteen calendar days; and after confirmation the notice period will be one calendar month. A resigned employee would have to serve the entire period of notice, and would not be allowed to surrender leave or pay salary in lieu of notice. The company may however ,at its discretion ,decide to relieve the employee immediately on resignation.
6) Retirement (IF APPLICABLE HERE) : You will retire from the Company’s  services after attaining 60 years of age
7) Deduction :  All payments to you under the terms of employment are subject to deduction at source under the Income Tax Act and other encashment that may be in force from time to time. The company will also be entitled to deduct from the payments due to you, any dues payable by you to the company.
8) Secrecy :  The position held by you is of a strictly confidential nature. You shall not disclose to any unauthorized person, either during or after your employment with the company, for any reasons, any information about the interest or business of the company or any affiliated companies. You shall not communicate to any public papers ,journals or cause to be disclosed at any time, any information or documents ,official or otherwise relating to the company except with prior approval of the management

9) Outside Employment : While in the employment of the company ,you are in no way allowed to be employed in any other company on a temporary or part time basis or offer your services with or without pay to any person, legal entity or public authority or to be occupied in your own business without prior written consent of the company.
10) Disclosure : You confirm that you have disclosed fully to the company all of your business interests whether or not they are similar to or in conflict with the business interests, businesses or activities of the company and all circumstances in respect of which there is or there might be, a conflict of interest between the company and you or any immediate relative. You agree to disclose fully to the company any such interests or circumstances which may arise during your employment immediately upon such interest or circumstances arising.
11) Rules & Regulations : Your employment will be governed by rules and regulations and code of ethics laid down by the company. The company may make such rules/or lay out such procedures as may be deemed necessary for the implementation/ administration of the terms  and conditions of your employment as stated in this letter with due intimation to you and the same will be binding on you.
12) General : Your employment will be subject to the following conditions:
              Your employment will be subject to the following conditions :
a) You  being found medically fit by a doctor nominated by the company
b)    You furnishing copies of certificates of your qualifications and experiences 
c)  Receiving satisfactory references and certificates from your previous employers, if any, as regards to your satisfactory performances and conduct
d) Your furnishing the birth/school leaving certificate for proof of your age
We are delighted to have you in the company. Please indicate your understanding and acceptance of the above terms and conditions by signing and returning the duplicate copy of this letter.
Sincerely,                                                                                 Accept____________
                                                                                                    DOJ_______________

For Company Name                             

Chairman/VP HR
