Company Name / Logo
Company Address
Dear Sir / Madam,








Dated.............................
Name: _____________________________

Father’s Name:_______________________

Address:______________________________

            This has reference to your application dated__________________and the subsequent

Interview / test which you had with us. We are pleased to appoint you as_________________

(Designation) as per the following terns & conditions.

1. That your appointment as ___________________________________is affected form the date of issuance of this letter.

2. Your appointment is on probation. The initial period of probation is 3 months, which will automatically be extended upto a period of 6 month. Unless so confirmed in writing. During the period of probation or extended any period of probation your services can be conformed form the date orders are communicated in writing confirming your service.
3. That you will be paid a salary of Rs.__________________ in consolidation. You will not  be eligible for any other allowance or benefit except as stated above.

4. That you headquarter for present is at                     but it can be changed to such other              place that may be decided by the management & communication to you. Thus your head   quarter is likely to be changed.

5. That you will be eligible for leave & other benefit as per service rule of the company as   in vogue or altered from time to time. The company has right to amend the rule, which    shall be applicable to you.
6. You duties will include for efficient, satisfactory and economical operation in the area   of responsibility that may be assigned to you from time to time. As an employee of the firm you will maintain a high standard of loyalty, efficiency, integrity, and secrecy and will liaison with employees working under your supervision or your colleagues and will be responsible for execution of the decision taken by the management from time to time.
7. You will devote your whole time and attention to the interest of the any company/ firm/ establishment will not engage your self in any other either paid or in honorary capacity without written permission.

8. In case there is any change in your residential address, you will intimate the same in  writing to the personal department/manager within three days from the date of such change and get such change of address recorded 

9. If by your conduct & performance, you will render yourself incompetent to perform the  duties or you became dishonest, intemperate, irregular in attendance , negligence to     work, disobedient & or commit any misconduct or any breach of condition of    employment  then you render yourself liable for dismissal without any notice or compensation. Apart from this you shall make good the loss, if any arising out of your act.
     If the above terms and conditions are acceptable to you please sign the carbon copy in   
             taken of its acceptance and return the same for our record.

                                   For Authorized / Competent official

                                                  Declaration by the Employee

I accept the offer and the terms and conditions mentioned in the aforesaid letter.

Signature of the Employee

Date:-

