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February 15, 2022  

Welcome to Wipro’s Work Integrated Learning Program (“WILP”)  

Work Integrated Learning Programme 
Wipro Limited, Dodda Kannelli  
Sarjapur Road, Bengaluru - 560 035. 
Phone: (080) 28440011/12, Fax: (080) 28440256 

Dear Snehal Gaikwad,  

Sub: Enrolment letter to Wipro’s Work Integrated Learning Program (“WILP”) as Scholar Trainee – Work
Integrated Learning Program 

Welcome to WILP! 

With reference to your application, it is our pleasure to enroll you as a Scholar Trainee – Work Integrated Learning
Program. This is a scholarship program customized as a robust academic and training program which will enable you to
obtain M-Tech degree from one of the premier engineering institution / University in India. 

The duration of the academic program shall be 48 months from the date of enrolment to the academic program. You
will be enrolled into the academic program within 12 months from date of joining. Your date of joining will be intimated
through a separate communication. 

We hope you enjoy the learning with WILP and have an enriching experience being a part of Wipro Limited (“Wipro or
“Company”).  

Please read through the terms and conditions of your enrolment as provided below. 

We look forward to having a long and fruitful relationship with you at WILP, Wish you all the best! 

Yours sincerely, 
For Wipro Limited,  

  
Aparna Shailen 
General Manager - Human Resources

Endorsement 

I accept the enrolment and the terms and conditions thereof as specified below. I shall report for undergoing study on  

Terms & Conditions of Scholarship

1. PROFILE:  

You have been selected to be a part of Wipro’s WILP and are enrolled as a Scholar Trainee- Work Integrated Learning
Program. Upon joining WILP, you will have to undergo a “Project Readiness Program” (‘PRP’) that prepares you to
participate in projects at the Company as part of this learning program. This robust academic program will also enable you
to obtain M-Tech degree from one of the premier engineering Institution / University upon successful completion of
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the course.  

2. DURATION:  

The duration of your academic program will be for a period of 48 months from the date of enrolment to the academic
program. You will be enrolled into the academic program within 12 months from date of joining. Unless the Company
extends the period of your study in writing, which is done solely at the discretion of the Company, your enrolment would
automatically terminate at the end of the stated 48 months. 

In case the Company extends the academic period (in writing) you will continue to be enrolled as a Scholar Trainee – Work
Integrated Learning Program with WILP. 

3. Appointment details:

We provide support to our global customers through various Company locations in India to suit customer requirements by
operating 24x7. You would be operating from any of these locations and in any of the shifts, including night shift, as may
be decided by the Company, keeping in mind the business needs and deliverables to customers. 

4. Scholarship/Stipend and Benefits  

During your period of enrolment, you would be entitled to a consolidated monthly scholarship. 

Apart from the monthly scholarship, the Company will provide you with life & accidental insurance that would include a
cover for you, the premium / cost will be taken care of by Wipro. This is a voluntary benefit offered by the Company and
the details of the same are listed below.  

i. A Group Personal Accident Insurance (GPAI) coverage of Rs.12,00,000/-. You could also choose to get additional
coverage for a nominal and highly negotiated premium. More details on the policy are available in My Policies
section in myWipro, the HR portal at Wipro. 

ii. Group Life Insurance coverage of Rs.14, 00,000/-. This sum insured is inclusive of cover as per EDLI (Employee
Deposit Linked Insurance). You can also get an extra coverage for a nominal and highly negotiated premium. More
details on the policy are available on My Policies Section in myWipro, the HR portal at Wipro.

In addition to the above, you are also eligible for medical insurance cover towards hospitalization. 

You are eligible for a floater coverage of Rs.2,00,000/- per annum for family (self, spouse & children) towards
hospitalization. There will be a deduction from your monthly scholarship/stipend depending on your marital/family status
towards the base sum insured premium. 10% of the claim amount would need to be borne by the employee/Scholar
trainee.

 

Base Medical insurance is to be availed by the employee as default. It is accounted for in deductions as a nominal monthly
charge. Top-Up cover is voluntary and charged as applicable during renawal timelines.

 

If you wish to enhance the coverage, a top up cover option is also available for a highly negotiated premium. More details
on the policy are available on My Policies Section in myWipro, the HR portal at Wipro. 

The below table lists down your scholarship details:  

Period Scholarship ESI Consolidated Scholarship
(Rs. Per Month)

First year 15000 488 15,488/- (*)

Second year 17000 553 17,553/- (*)

Third year 19000 618 19,618/- (*)

Fourth year 23000 0 23,000/- (*)

(*) You shall be responsible for payment of all statutory contributions, taxes, dues and levies as may be required under the
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relevant laws including contributions under Employees’ State Insurance Corporation Act (at 0.75% of your Scholarship)
as and when applicable to you. Such contributions, taxes, dues and levies where required, shall be deducted from your
Scholarship and benefits according to applicable laws and regulations. 

Your fourth-year scholarship will continue until completion of your M-Tech program. Your enrolment into the MTech
academic program within 12 months from date of joining. 

You shall be eligible to receive a onetime "joining bonus" of Rs.75,000 after you join Wipro along with your first month
salary. All applicable taxes on the payment of this amount will be borne by you. Please note in the event you leave the
organization within 12 months from the date of joining, payment processed under Joining bonus shall be recovered from
the employee at the time of exit. 

The enhancement of the scholarship at the end of each academic year of study will be at the discretion of the Company
and subject to your satisfactory progress of study, acquisition of skills, behavior, regularity and punctuality in attendance.
Your continued enrolment in the course, will be at the discretion of the Company, and is subject to satisfactory academic
performance and other requirements as prescribed in the WILP portal. 

In case your project performance at any stage is not found to be at par with the requirement of WILP, then you would be
placed on performance improvement program (PIP). If you fail to successfully complete the PIP, the Company may at its
sole discretion discontinue your enrolment in the WILP program. 

Book Allowance:  

A Book Allowance of Rs.1,250/- will be provided to you per semester. This allowance will be given every semester except
the last semester when you will be engaged in dissertation. The allowance will be paid to you centrally along with your
scholarship during the course of each semester. The allowance will be subject to tax. Book allowance is applicable and
paid only when you are registered for the semester. 

Scholarship Advance:  

You can avail a scholarship advance in case of any personal financial emergency. Details of the policy can be viewed in
the policy section on the WILP portal  

5. Training Agreement:

i. This letter of enrolment is subject to the execution of a training agreement in the prescribed proforma with Wipro
Limited, Sarjapur Road, Doddakannelli, Bengaluru-560035 on or before joining the program (“Training Agreement”).

ii. This Training agreement shall be for a total period of 60 Months where you will be mentored for developing your
skills and knowledge. This included technical training, in various formats, both online and offline and practical
experience in various projects. The Company invests on your behalf for the cost of these trainings. Should you
discontinue the WILP program or your enrolment with WILP is cancelled for any reason whatsoever before the
completion of 60 months from the date of joining, the training expenses of Rs.75,000/-(Rupees Seventy five
thousand only) will have to be paid by you as detailed in the Training Agreement.

6. PROJECT READINESS PROGRAM (PRP)  

Upon enrolment, you will have to undergo a Project Readiness Program (PRP) to prepare you to participate in projects.
This is offered by Wipro’s - Talent Transformation Department to all campus and off-campus selects. The broad objective
of PRP is to equip you with the necessary knowledge and skills that will enable you to start working on real-life project
work which is an integral part of the WILP.  

7. Regulations of Academic study:

i. You will be enrolled for M-Tech program with a renowned institution (“University”) that collaborates with Wipro for
WILP.  

ii. Course specialization includes but is not limited to Software Systems, Software Engineering, Information
Technology, Computing Systems and Infrastructure Management, Data Analytics, IoT, Cloud, Digital & Cyber
security, Embedded Systems.  

iii. Your specialization and enrolment would be decided based on prevailing business requirements and decision of the
Company is final and binding.  
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iv. You will not be able to change Specialization track after enrolment.  

v. Overall program duration is 4 years from date of enrolment of academic program.  

vi. As per the program structure, a WILP Scholar trainee will register and pursue 4 to 6 courses per semester over 7
semesters.  

vii. You will be required to submit a project work / dissertation in your final semester (8th semester of your program).
This will enable you to advance your professional capabilities by applying concepts and techniques in projects.  

viii. Each course has multiple evaluation components. This includes an assignment component, quiz, mid-semester
examination and comprehension examination. All evaluation components are mandatory for securing a pass grade
in a course as prescribed by the partnering institution.  

ix. Contact classes are organized as per the handout and calendar prepared and shared by the University at the
beginning of each semester. In the normal course, one session of 2 hours duration per course per contact class is
organized.  

x. You will be called upon to undergo studies during the hours and days as may be fixed by the Company from time to
time. Normally, the study hours would be from 9:00am to 6:00pm  

xi. The faculty will take attendance/circulate attendance sheets for every session. It is your responsibility to ensure that
your attendances are recorded properly.  

xii. WILP Scholar trainees are expected to be on time for every session. Punctuality is non-negotiable and the faculty
reserves the right to deny entry and attendance to late comers.  

xiii. Attending 75% of contact session is mandatory for each course to appear for examinations.  

xiv. Not attending classes for reasons like medical/on the job training /late coming/personal problems and other similar
reasons would be treated as absenteeism.  

xv. Scholar trainees who fail to meet the minimum attendance criteria will not qualify for comprehension exams for any
of the registered courses in that semester.  

xvi. For any reason, you are not able to meet the minimum attendance criteria or not complete the mandatory
assignments / quiz / examinations in any semester, you are required to repeat the same semester as and when the
next batch is organized. In such cases, rules and regulations governing academic programs at that time would be
applicable. In addition, additional semesters fees are to be borne by you as prescribed by the University.  

xvii. At the end of each semester, the performance of each Scholar Trainee in a course, is specified as a letter grade
which is obtained through a Relative Grading procedure  

xviii. Any Scholar trainee securing 3 or more cumulative fail grade at any point in time will be expelled from WILP
Program.  

xix. The 8th semester of study is fully devoted for dissertation / project work  

xx. If a Scholar trainee’s CGPA is less than 5.5, the Scholar trainee will not be permitted to register for the dissertation.
He/she has to re-appear for exams and secure a CGPA of 5.5 before taking up the dissertation. Also, a Scholar
trainee with an E grade in any course will not be permitted to register for the Dissertation  

xxi. Project / Dissertation work has to be carried out by each individual separately. Teamwork is not permitted.  

xxii. The dissertation has to be completed strictly as per the guidelines that are outlined by collaborating institution.  

xxiii. WILP Scholar trainees are expected to maintain decorum and discipline in line with Wipro's professional work
culture and environment.  

xxiv. In cases where a Scholar trainee deviates from the expected behaviour as prescribed by the WILP and partnering
institution from time to time , strict action will be taken and the decision of the WILP Team / faculty /, University
would be final and binding.  

xxv. Breach of integrity will be dealt with sternly. Such Scholar trainees will be asked to discontinue their studies and
also expelled from WILP program.  
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xxvi. On successful completion of the study, you will be eligible to receive the M-Tech degree from the collaborating
University, in recognition of your successfully completing the course. 

xxvii. All Scholar trainees of the WILP will be given testimonials at the end of the successful completion of the M-Tech
degree program. The testimonial contains the timeline in the WILP and the kind of project works carried during
this opportunity.

Mode of contact session, examination pattern and other academic program norms are subject to change based on the
prevailing situation / University norms declared from time to time. Decision of the University would be final and binding. 

8. Conflict of Interest:

i. During your enrolment period with the WILP, you will focus exclusively on the requirements of the program. In
addition to your study and academic requirements, you are required to engage yourself exclusively in the work
assigned by Wipro and shall not take up any independent or individual assignments (whether part time or full time,
in an advisory capacity or otherwise) directly or indirectly without the express written consent of Head / Manager of
WILP Academy  

ii. You shall ensure that you shall not, directly or indirectly, engage in any activity or have any interest in, or perform
any services for any person who is involved in activities, which are or shall be in conflict with the interests of Wipro.  

iii. The Conflict of Interest Policy also refers to the need on your part, during your enrolment and for a period of one
year from the cessation of your enrolment with WILP (irrespective of the circumstances of, or the reasons for, the
cessation) not to solicit, induce or encourage: 

a. Any student/scholar trainee of the WILP to abandon /withdraw their enrolment with the program or to accept
enrolment and/or employment with any competitor, supplier or any customer with whom you have a
connection.  

b. Any employee of Wipro to terminate their employment with Wipro or to accept employment with any
competitor, supplier or any customer with whom you have a connection.  

c. Any customer or vendor of Wipro to move their existing business with Wipro to a third party or to terminate
their business relationship with Wipro.  

d. Any existing employee and/or student of WILP to become associated with, or perform services of any type
for any third party.  

iv. In case of any conflict or doubt, please discuss the matter with Head / Manager of WILP, to understand Wipro's
position on this and resolve the conflict.

9. Obligation and Responsibilities:

i. During the study period you will be governed by the WILP regulations and instructions as may be modified, from
time to time, in relation to conduct, discipline and other matters.  

ii. During your study as part of WILP, Company expects you to undergo study in the area in which you are placed, with
a high standard of initiative and efficiency. This is critical and Company has zero tolerance towards any deviations.  

iii. You would not be allowed to seek membership of any local or public body without the written approval from the
Head / Manager of WILP.  

iv. During the study period and thereafter, you would not be allowed to give out to anyone in writing or by word of
mouth or otherwise, particulars or details of work - process, technical know-how, research carried out, security
arrangements, or administrative and/or organizational matters of confidential or secret nature which you may come
across during your academic study or become known to you by virtue of your undergoing study under WILP or
otherwise.  

v. You are bound by all regulations, instructions and policies of the WILP and Wipro. These are updated / modified on
a periodic basis and new policies may be introduced and notified to Scholar trainees from time to time and you will
be bound to comply with the same.  

vi. In consideration of the opportunities, trainings and access to new techniques and know-how that will be made
available to you, you will be required to comply with the Confidentiality Policy of Wipro. Therefore, please maintain
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all Confidential Information as defined from time to time in the Confidentiality Policy of Wipro, as secret and
confidential and do not use or disclose any such Confidential Information except as may be required under
obligation of law or as may be required by WILP/Wipro and in the course of your association with WILP. This
covenant shall endure during your association and beyond the cessation of your association with WILP (irrespective
of the circumstances of, or the reasons for, the cessation).  

vii. In connection with your association with Wipro as part of the WILP and during the term of your association upon
conception or creation, you shall disclose and assign to Wipro as its exclusive property, all inventions, ideas,
concepts, discoveries, techniques, and improvements (including without limitation legal documents, training
materials, computer software and associated materials) developed or conceived by you solely or jointly with others
(whether or not during business or academic session hours), and shall comply with the Policies of Wipro in relation
to Intellectual Property.

During the period of academic study, if you develop or conceptualize inventions, ideas, concepts, discoveries, techniques
and improvements (including without limitation computer software) solely or jointly with others in relation to the operation of
the WILP / Wipro, such developments will be fully communicated to the WILP academy and will be the sole intellectual
property of Wipro. You agree to cooperate in the execution of documents to facilitate the assignment of such intellectual
property when required. 

10. Confidentiality:

i. 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 Policy of Wipro. Therefore, please maintain
all Confidential Information as defined from time to time in the Confidentiality Policy of Wipro, as secret and
confidential and do not use or disclose any such Confidential Information except as may be required under
obligation of law or as may be required by Wipro and in the course of your enrolment. This covenant shall endure
during your enrolment and beyond the cessation of your enrolment with Wipro (irrespective of the circumstances of,
or the reasons for, the cessation).  

ii. During your training on projects at Wipro, you will be expected not to use or disclose any confidential information,
including trade secrets, of any former employer (if any) or other person with whom you have an obligation of
confidentiality and by signing below you affirm that you have no conflicting obligations or non-compete agreements
that would prevent you from working without limitation for Wipro.

11. Assignment of Intellectual Property  

In connection with your enrolment and during the term of your enrolment, upon conception or creation, you shall disclose
and assign to Wipro as its exclusive property, all inventions, ideas, concepts, discoveries, techniques, and improvements
(including without limitation legal documents, training materials, computer software and associated materials) developed or
conceived by you solely or jointly with others (whether or not during business hours), and shall comply with the Policies of
Wipro in relation to Intellectual Property. 

12. Posting 

During the initial study period, initially you would be made familiar with Wipro, but you may if needed be re-assigned or
transferred to another division, department, establishment or new location where Wipro, has its office or operation and
WILP classes are running in the particular location, in India, without enhancing the scholarship amount. On placement of
this nature, you will also be governed by the disciplinary rules and regulations as applicable in that unit/branch. You may
also be placed in any sister company of Wipro, for practical studies.

13. Misconduct:

i. In case you are charged with any misconduct or disciplinary issue during your study period, your enrolment with
WILP may be temporarily placed on suspension without payment of scholarship amount, for such period as Wipro
may deem fit. If the charges against you are proved to be true, your enrolment may be immediately cancelled ,
without any notice or payment of scholarship in lieu of notice not withstanding any clause of this letter of enrolment.
It is clarified that this clause is without prejudice to Wipro’s rights to enforce the Training Agreement duly signed by
you even after cancellation of your enrolment for whatever reasons as the case may be. 

ii. Notwithstanding the condition regarding written notice of termination and without prejudice to Wipro’s right to
enforce the Training agreement, Wipro shall have the right to terminate your academic study without any notice or
payment of scholarship in lieu thereof, if any declaration given or information furnished by you to WILP/ Wipro is
found to be false or if you are found to have willfully suppressed any material information.

Please note that at any stage, whether during your selection process or upon enrolment with the WILP, if it is
brought to our notice that you have indulged in malpractices or used illegal means to clear your online
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assessment, Wipro shall withdraw or revoke the enrolment and cancel the same with immediate effect and we
reserve our rights to take suitable action against you as we may deem fit.  

14. Cancellation of Enrolment:  

Notwithstanding any of the clauses of this letter of enrolment, Company reserves the right at its sole discretion to cancel
this enrolment during the study period without assigning any reason, by giving one months' (30 days) notice or one
month's scholarship/stipend in lieu of notice. 

15. Study Hours:

i. As a Scholar Trainee – Work Integrated Learning Program, you will be called upon to undergo studies during the
hours and days as may be fixed by WILP from time to time as per the University requirements. 

ii. Normally, your “Project work” would be from 8:30am to 6:00pm from Monday to Friday. There shall be a 45 minutes
lunch interval. 

iii. You would be assigned to any of the locations and any project work as part of your WILP as may be decided by the
Company. 

iv. The full day lecture sessions will be held at any of Wipro’s other establishments/outsourced venue. You may also be
called upon to attend academic study as and when required on holidays, as may be scheduled in accordance with
the convenience of the organizing team of the WILP. 

v. The university will plan contact classes in multiple format to suit the project work situations and university guidelines
such as contact classes in ILT (instructor Led training) and / or VILT (virtual Instructor Led Training and Self-
Directed / Recorded lecture sessions.

16. General:

i. This letter of enrolment is subject to the condition that you have not provided us with any false declaration or wilfully
suppressed any material information. If you have, you will be liable for cancellation of enrolment from the WILP
without any prior notice. 

ii. The terms of this letter of enrolment may be specifically enforced legally, if required. In this connection, if any of the
provisions of this letter are declared or found to be void or unenforceable due to any reason whatsoever, the
remaining provisions of this letter shall continue in full force and effect.  

iii. These enrolment terms supersede and replace any existing agreement or understanding, if any, between Wipro and
you relating to the same subject matter. 

iv. You warrant that you are not prevented by a court or by any other administrative or judicial order from enrolling
under this agreement. In the event that you are not a citizen of the country of posting, you should have a valid work
permit to work in the country of posting.  

v. During the period of enrolment you are required to comply with all policies of WILP and Wipro. These policies are
updated / modified on a periodic basis and new policies may be introduced and notified to the Scholar Trainees
from time to time. You agree to comply with all policies as modified from time to time.

17. On Completion/Cancellation of Academic Program:

i. On Completion of the academic program or cancellation of your enrolment , as the case may be, you will
immediately surrender to Wipro/ the Academy all specifications, formulae, documents, literature, drawings or
records, etc. belonging to Wipro/ the Academy or relating to its business and shall not make or retain any copies of
these items. 

ii. You are not eligible to receive testimonial certificate if you do not successfully complete the academic study in
accordance with this letter of enrolment and the study scheme formulated by the Academy. 

iii. Wipro reserves the right to offer employment at its sole discretion to a Scholar trainee on successful and
satisfactory completion of the academic study.

18. Acceptance of Enrolment Letter:  

Upon accepting the above terms and conditions, you are required to return the duplicate of this letter of enrolment, duly
signed by you as a token of your acceptance on the day of joining WILP program. 
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Please confirm that the above terms are acceptable to you and that you accept the enrolment by signing a copy of this
letter of enrolment and submit the same on the date of joining. 

Yours sincerely, 

For Wipro Limited,  

  

Aparna Shailen 
General Manager - Human Resources

I have read, understood and agree to accept the enrolment on the terms and conditions herein. 

I shall be present for the induction session on

ANNEXURE I 

CONFIRMATION ON SHARING PERSONAL INFORMATION (AS REQUIRED UNDER INFORMATION TECHNOLOGY
ACT, 2000)

I Snehal Gaikwad, confirm that I am voluntarily sharing my Personal Information with Wipro Limited (‘Wipro’) being a part
of WILP of Wipro for the following purposes:  

a. validating my application form and retaining records on the same for any future reference/verification; 

b. processing my application form including background verification checks; 

c. academic study related actions including record keeping, processing scholarship advance and benefits and any
action required in the context of my enrolment with Wipro, being a part of WILP.

In this context, I also agree to the retention of such Personal Information by Wipro for any future reference/verification and
authorize Wipro to transfer the same to a third party. 

I understand that ‘Personal Information’ means any information, relating to me that is available with Wipro and is capable
of identifying me.”

ANNEXURE II 

I hereby confirm that I shall submit the required academic certificate including but not limited to mark sheet and Provisional
or Convocation Degree Certificate within 3 months from my date of joining. I understand that my enrolment is subject to my
aggregate meeting the Wipro eligibility criteria and submission of the above mentioned documents.  

I hereby declare that all the particulars mentioned above are true to the best of my knowledge. In the event of my failure to
submit the above mentioned documents or in case of any discrepancy, I shall be liable for termination of my enrolment with
Wipro.

ANNEXURE – III 

INITIAL INDUCTION PROGRAM

The Talent Transformation team at Wipro groom's campus selects to help them face the challenges of the corporate world.  

A holistic 360 degree approach to training is adopted and helps them hone their fundamental computer skills followed by
insights into Wipro businesses, process, technology and behavioral skills.  

To understand and appreciate the mindset of the young Trainees and ensure that the transformation is smooth, the
induction program is done by a team of dedicated professionals who have exposure to the academic and corporate sectors
alike. Project Readiness Program (PRP) is a training program designed to address the basic learning needs of the
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Trainees.  

Corporate Readiness Program - CRP  

The CRP program is focused on making young Trainees comfortable in a corporate environment. This program starts with
a corporate induction. 

“EMERGE” a behavioral skills building training program ensures that the fresh Trainee start feeling at ease in the
“corporate world”. This activity based behavioral intervention informs the new entrants about the corporate work culture
and business etiquette.  

Technology Readiness Program - TRP  

The technology training provides critical technical skills required to work on projects allocated to Trainees and prepare to
face the demands of the project world. We begin doing this by familiarizing with Wipro’s businesses and work environment.

The methodology of training is “Project Based Learning” (PBL) approach, the entire learning is designed around a series of
projects that the recruits are expected to complete individually by learning and applying various topics required to complete
the project. Starting with individual projects, the PBL approach ends with recruits working on a team project.

ANNEXURE – IV

POST CONVERSION DETAILS

Post successful completion of your course and conversion to full time employment, you will be part of the Campus
Program which has a special bonus and aided career path. Please find below the compensation and bonus plan as part of
the program which will be effective from your joining date with Wipro as a full time employee. 

Your compensation post successful completion of your course and joining as a full time employee will be Rs.6,00,000 per
annum. In addition to the mentioned salary, you will be eligible for a special bonus in the first three years. This bonus is
performance based and will be merged (added) to your salary after 12 months from the date of payout. The bonus will be
paid as per the details below and will be subject to applicable payroll taxes and withholdings: 

Year 
End of Year 1 
End of Year 2 
End of Year 3 

Bonus 
1,00,000 – 1,50,000 
1,00,000 – 1,50,000 
1,00,000 – 1,50,000 

Please note the terms and conditions: 

1. The special bonus is subject to

you being "active" in the services of the company through to retention date as applicable
your employment has not been terminated for poor performance or for cause prior to retention date
you have not resigned voluntarily or abandoned your job as of the retention date

2. Please note that this is subject to you meeting satisfactory performance levels. If the performance criteria is not fulfilled,
you will not be eligible to receive the bonus. The same is understood and accepted by you. 

3. The gross bonus amount paid will be recovered in case you leave the organization before 24 months of bonus
payout. This will be applicable to all 3 tranches of bonus payouts 

4. In the event of your deputation to a location outside your base location, at the time of bonus processing, you will be
eligible to receive the bonus amount in applicable local currency in accordance with applicable exchange rate, as per
company policy 

5. The management team reserves the right to make changes to the program at any time during the year. In the event
of an exceptional circumstance the management team’s decision on the payout would be final and binding. 

6. You shall keep the contents of this letter confidential 

Note: The above shall be applicable on successful completion of your course and will be effective from your
joining date with Wipro as a full time employee.

ANNEXURE – V

I have read and understood the terms of my enrolment letter. I agree and acknowledge that I am a Student/Scholar trainee
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with Wipro’s WILP. I further undertake that I shall not represent to any person within Wipro or any other third party that I am
an employee of Wipro Ltd and I fully understand that such false representation shall entail severe disciplinary action
including immediate cancellation of my enrolment.

Travel, Accommodation, Food & Other Miscellaneous Expenses

Travel

i. You would be entitled for Rs. 1500 from the date of appointment as a lump sum amount that will be credited with
your first month stipend. You may utilize this amount towards Travel and you would not need to submit bills towards
usage of this amount. 

ii. There is no provision for reimbursement/allowance towards any expenses incurred in lieu of attending training or
classes at different locations in the same city.

Accommodation, Food & other Miscellaneous Expenses

i. You would be entitled for Rs.400 per day for 8 days (total amount of Rs.3,200) from the date of joining. You may
utilize this amount towards accommodation, food & other miscellaneous expenses. This would be paid as a lump
sum amount that will be credited with your first month stipend and you would not need to submit bills towards usage
of this amount. 

ii. If your posting location (the location where you would be based out of after training) is different from the training
location (location where you undergo initial training), you would be entitled for the following:  

Settlement and Miscellaneous Expenses: Rs.1200 per day for 7 days (total amount of Rs. 8,400) from the date of
reporting to the posting location. You may utilize this amount towards boarding, lodging, conveyance & other
miscellaneous expenses. 

iii. Any location change after reporting to posting location will be treated as relocation/transfer and will be covered
under the Transfer policy for Team Rainbow. For details you can refer the policy at myWipro-> My Policies -> India-
>My Travel>Transfer Policy-Team Rainbow. 

iv. Campus joiners would not be eligible for accommodation at the Wipro guest houses.

Please note in the event that the employee leaves the organization within 6 months from the date of joining, all
payments processed under Joining & Relocation Entitlements shall be recovered from the employee at the time of
exit.

 Accept  Decline

 Signature Snehal Gaikwad 15/2/2022 8:17 PM  
(checking the checkbox above is equivalent to a handwritten signature)

Registered Office:

Wipro
Limited T :+91 (80) 2844 0011

Doddakannelli F :+91 (80) 2844 0054

Sarjapur
Road E :info@wipro.com

Bengaluru
560 035 W :wipro.com

India C :L32102KA1945PLC020800

23761665
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February 24, 2022  

Welcome to Wipro’s Work Integrated Learning Program (“WILP”)  

Work Integrated Learning Programme 
Wipro Limited, Dodda Kannelli  
Sarjapur Road, Bengaluru - 560 035. 
Phone: (080) 28440011/12, Fax: (080) 28440256 

Dear Mohammad Hundekari,  

Sub: Enrolment letter to Wipro’s Work Integrated Learning Program (“WILP”) as Scholar Trainee – Work
Integrated Learning Program 

Welcome to WILP! 

With reference to your application, it is our pleasure to enroll you as a Scholar Trainee – Work Integrated Learning
Program. This is a scholarship program customized as a robust academic and training program which will enable you to
obtain M-Tech degree from one of the premier engineering institution / University in India. 

The duration of the academic program shall be 48 months from the date of enrolment to the academic program. You
will be enrolled into the academic program within 12 months from date of joining. Your date of joining will be intimated
through a separate communication. 

We hope you enjoy the learning with WILP and have an enriching experience being a part of Wipro Limited (“Wipro or
“Company”).  

Please read through the terms and conditions of your enrolment as provided below. 

We look forward to having a long and fruitful relationship with you at WILP, Wish you all the best! 

Yours sincerely, 
For Wipro Limited,  

  
Aparna Shailen 
General Manager - Human Resources

Endorsement 

I accept the enrolment and the terms and conditions thereof as specified below. I shall report for undergoing study on  

Terms & Conditions of Scholarship

1. PROFILE:  

You have been selected to be a part of Wipro’s WILP and are enrolled as a Scholar Trainee- Work Integrated Learning
Program. Upon joining WILP, you will have to undergo a “Project Readiness Program” (‘PRP’) that prepares you to
participate in projects at the Company as part of this learning program. This robust academic program will also enable you
to obtain M-Tech degree from one of the premier engineering Institution / University upon successful completion of
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the course.  

2. DURATION:  

The duration of your academic program will be for a period of 48 months from the date of enrolment to the academic
program. You will be enrolled into the academic program within 12 months from date of joining. Unless the Company
extends the period of your study in writing, which is done solely at the discretion of the Company, your enrolment would
automatically terminate at the end of the stated 48 months. 

In case the Company extends the academic period (in writing) you will continue to be enrolled as a Scholar Trainee – Work
Integrated Learning Program with WILP. 

3. Appointment details:

We provide support to our global customers through various Company locations in India to suit customer requirements by
operating 24x7. You would be operating from any of these locations and in any of the shifts, including night shift, as may
be decided by the Company, keeping in mind the business needs and deliverables to customers. 

4. Scholarship/Stipend and Benefits  

During your period of enrolment, you would be entitled to a consolidated monthly scholarship. 

Apart from the monthly scholarship, the Company will provide you with life & accidental insurance that would include a
cover for you, the premium / cost will be taken care of by Wipro. This is a voluntary benefit offered by the Company and
the details of the same are listed below.  

i. A Group Personal Accident Insurance (GPAI) coverage of Rs.12,00,000/-. You could also choose to get additional
coverage for a nominal and highly negotiated premium. More details on the policy are available in My Policies
section in myWipro, the HR portal at Wipro. 

ii. Group Life Insurance coverage of Rs.14, 00,000/-. This sum insured is inclusive of cover as per EDLI (Employee
Deposit Linked Insurance). You can also get an extra coverage for a nominal and highly negotiated premium. More
details on the policy are available on My Policies Section in myWipro, the HR portal at Wipro.

In addition to the above, you are also eligible for medical insurance cover towards hospitalization. 

You are eligible for a floater coverage of Rs.2,00,000/- per annum for family (self, spouse & children) towards
hospitalization. There will be a deduction from your monthly scholarship/stipend depending on your marital/family status
towards the base sum insured premium. 10% of the claim amount would need to be borne by the employee/Scholar
trainee.

 

Base Medical insurance is to be availed by the employee as default. It is accounted for in deductions as a nominal monthly
charge. Top-Up cover is voluntary and charged as applicable during renawal timelines.

 

If you wish to enhance the coverage, a top up cover option is also available for a highly negotiated premium. More details
on the policy are available on My Policies Section in myWipro, the HR portal at Wipro. 

The below table lists down your scholarship details:  

Period Scholarship ESI Consolidated Scholarship
(Rs. Per Month)

First year 15000 488 15,488/- (*)

Second year 17000 553 17,553/- (*)

Third year 19000 618 19,618/- (*)

Fourth year 23000 0 23,000/- (*)

(*) You shall be responsible for payment of all statutory contributions, taxes, dues and levies as may be required under the
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relevant laws including contributions under Employees’ State Insurance Corporation Act (at 0.75% of your Scholarship)
as and when applicable to you. Such contributions, taxes, dues and levies where required, shall be deducted from your
Scholarship and benefits according to applicable laws and regulations. 

Your fourth-year scholarship will continue until completion of your M-Tech program. Your enrolment into the MTech
academic program within 12 months from date of joining. 

You shall be eligible to receive a onetime "joining bonus" of Rs.75,000 after you join Wipro along with your first month
salary. All applicable taxes on the payment of this amount will be borne by you. Please note in the event you leave the
organization within 12 months from the date of joining, payment processed under Joining bonus shall be recovered from
the employee at the time of exit. 

The enhancement of the scholarship at the end of each academic year of study will be at the discretion of the Company
and subject to your satisfactory progress of study, acquisition of skills, behavior, regularity and punctuality in attendance.
Your continued enrolment in the course, will be at the discretion of the Company, and is subject to satisfactory academic
performance and other requirements as prescribed in the WILP portal. 

In case your project performance at any stage is not found to be at par with the requirement of WILP, then you would be
placed on performance improvement program (PIP). If you fail to successfully complete the PIP, the Company may at its
sole discretion discontinue your enrolment in the WILP program. 

Book Allowance:  

A Book Allowance of Rs.1,250/- will be provided to you per semester. This allowance will be given every semester except
the last semester when you will be engaged in dissertation. The allowance will be paid to you centrally along with your
scholarship during the course of each semester. The allowance will be subject to tax. Book allowance is applicable and
paid only when you are registered for the semester. 

Scholarship Advance:  

You can avail a scholarship advance in case of any personal financial emergency. Details of the policy can be viewed in
the policy section on the WILP portal  

5. Training Agreement:

i. This letter of enrolment is subject to the execution of a training agreement in the prescribed proforma with Wipro
Limited, Sarjapur Road, Doddakannelli, Bengaluru-560035 on or before joining the program (“Training Agreement”).

ii. This Training agreement shall be for a total period of 60 Months where you will be mentored for developing your
skills and knowledge. This included technical training, in various formats, both online and offline and practical
experience in various projects. The Company invests on your behalf for the cost of these trainings. Should you
discontinue the WILP program or your enrolment with WILP is cancelled for any reason whatsoever before the
completion of 60 months from the date of joining, the training expenses of Rs.75,000/-(Rupees Seventy five
thousand only) will have to be paid by you as detailed in the Training Agreement.

6. PROJECT READINESS PROGRAM (PRP)  

Upon enrolment, you will have to undergo a Project Readiness Program (PRP) to prepare you to participate in projects.
This is offered by Wipro’s - Talent Transformation Department to all campus and off-campus selects. The broad objective
of PRP is to equip you with the necessary knowledge and skills that will enable you to start working on real-life project
work which is an integral part of the WILP.  

7. Regulations of Academic study:

i. You will be enrolled for M-Tech program with a renowned institution (“University”) that collaborates with Wipro for
WILP.  

ii. Course specialization includes but is not limited to Software Systems, Software Engineering, Information
Technology, Computing Systems and Infrastructure Management, Data Analytics, IoT, Cloud, Digital & Cyber
security, Embedded Systems.  

iii. Your specialization and enrolment would be decided based on prevailing business requirements and decision of the
Company is final and binding.  
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iv. You will not be able to change Specialization track after enrolment.  

v. Overall program duration is 4 years from date of enrolment of academic program.  

vi. As per the program structure, a WILP Scholar trainee will register and pursue 4 to 6 courses per semester over 7
semesters.  

vii. You will be required to submit a project work / dissertation in your final semester (8th semester of your program).
This will enable you to advance your professional capabilities by applying concepts and techniques in projects.  

viii. Each course has multiple evaluation components. This includes an assignment component, quiz, mid-semester
examination and comprehension examination. All evaluation components are mandatory for securing a pass grade
in a course as prescribed by the partnering institution.  

ix. Contact classes are organized as per the handout and calendar prepared and shared by the University at the
beginning of each semester. In the normal course, one session of 2 hours duration per course per contact class is
organized.  

x. You will be called upon to undergo studies during the hours and days as may be fixed by the Company from time to
time. Normally, the study hours would be from 9:00am to 6:00pm  

xi. The faculty will take attendance/circulate attendance sheets for every session. It is your responsibility to ensure that
your attendances are recorded properly.  

xii. WILP Scholar trainees are expected to be on time for every session. Punctuality is non-negotiable and the faculty
reserves the right to deny entry and attendance to late comers.  

xiii. Attending 75% of contact session is mandatory for each course to appear for examinations.  

xiv. Not attending classes for reasons like medical/on the job training /late coming/personal problems and other similar
reasons would be treated as absenteeism.  

xv. Scholar trainees who fail to meet the minimum attendance criteria will not qualify for comprehension exams for any
of the registered courses in that semester.  

xvi. For any reason, you are not able to meet the minimum attendance criteria or not complete the mandatory
assignments / quiz / examinations in any semester, you are required to repeat the same semester as and when the
next batch is organized. In such cases, rules and regulations governing academic programs at that time would be
applicable. In addition, additional semesters fees are to be borne by you as prescribed by the University.  

xvii. At the end of each semester, the performance of each Scholar Trainee in a course, is specified as a letter grade
which is obtained through a Relative Grading procedure  

xviii. Any Scholar trainee securing 3 or more cumulative fail grade at any point in time will be expelled from WILP
Program.  

xix. The 8th semester of study is fully devoted for dissertation / project work  

xx. If a Scholar trainee’s CGPA is less than 5.5, the Scholar trainee will not be permitted to register for the dissertation.
He/she has to re-appear for exams and secure a CGPA of 5.5 before taking up the dissertation. Also, a Scholar
trainee with an E grade in any course will not be permitted to register for the Dissertation  

xxi. Project / Dissertation work has to be carried out by each individual separately. Teamwork is not permitted.  

xxii. The dissertation has to be completed strictly as per the guidelines that are outlined by collaborating institution.  

xxiii. WILP Scholar trainees are expected to maintain decorum and discipline in line with Wipro's professional work
culture and environment.  

xxiv. In cases where a Scholar trainee deviates from the expected behaviour as prescribed by the WILP and partnering
institution from time to time , strict action will be taken and the decision of the WILP Team / faculty /, University
would be final and binding.  

xxv. Breach of integrity will be dealt with sternly. Such Scholar trainees will be asked to discontinue their studies and
also expelled from WILP program.  
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xxvi. On successful completion of the study, you will be eligible to receive the M-Tech degree from the collaborating
University, in recognition of your successfully completing the course. 

xxvii. All Scholar trainees of the WILP will be given testimonials at the end of the successful completion of the M-Tech
degree program. The testimonial contains the timeline in the WILP and the kind of project works carried during
this opportunity.

Mode of contact session, examination pattern and other academic program norms are subject to change based on the
prevailing situation / University norms declared from time to time. Decision of the University would be final and binding. 

8. Conflict of Interest:

i. During your enrolment period with the WILP, you will focus exclusively on the requirements of the program. In
addition to your study and academic requirements, you are required to engage yourself exclusively in the work
assigned by Wipro and shall not take up any independent or individual assignments (whether part time or full time,
in an advisory capacity or otherwise) directly or indirectly without the express written consent of Head / Manager of
WILP Academy  

ii. You shall ensure that you shall not, directly or indirectly, engage in any activity or have any interest in, or perform
any services for any person who is involved in activities, which are or shall be in conflict with the interests of Wipro.  

iii. The Conflict of Interest Policy also refers to the need on your part, during your enrolment and for a period of one
year from the cessation of your enrolment with WILP (irrespective of the circumstances of, or the reasons for, the
cessation) not to solicit, induce or encourage: 

a. Any student/scholar trainee of the WILP to abandon /withdraw their enrolment with the program or to accept
enrolment and/or employment with any competitor, supplier or any customer with whom you have a
connection.  

b. Any employee of Wipro to terminate their employment with Wipro or to accept employment with any
competitor, supplier or any customer with whom you have a connection.  

c. Any customer or vendor of Wipro to move their existing business with Wipro to a third party or to terminate
their business relationship with Wipro.  

d. Any existing employee and/or student of WILP to become associated with, or perform services of any type
for any third party.  

iv. In case of any conflict or doubt, please discuss the matter with Head / Manager of WILP, to understand Wipro's
position on this and resolve the conflict.

9. Obligation and Responsibilities:

i. During the study period you will be governed by the WILP regulations and instructions as may be modified, from
time to time, in relation to conduct, discipline and other matters.  

ii. During your study as part of WILP, Company expects you to undergo study in the area in which you are placed, with
a high standard of initiative and efficiency. This is critical and Company has zero tolerance towards any deviations.  

iii. You would not be allowed to seek membership of any local or public body without the written approval from the
Head / Manager of WILP.  

iv. During the study period and thereafter, you would not be allowed to give out to anyone in writing or by word of
mouth or otherwise, particulars or details of work - process, technical know-how, research carried out, security
arrangements, or administrative and/or organizational matters of confidential or secret nature which you may come
across during your academic study or become known to you by virtue of your undergoing study under WILP or
otherwise.  

v. You are bound by all regulations, instructions and policies of the WILP and Wipro. These are updated / modified on
a periodic basis and new policies may be introduced and notified to Scholar trainees from time to time and you will
be bound to comply with the same.  

vi. In consideration of the opportunities, trainings and access to new techniques and know-how that will be made
available to you, you will be required to comply with the Confidentiality Policy of Wipro. Therefore, please maintain
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all Confidential Information as defined from time to time in the Confidentiality Policy of Wipro, as secret and
confidential and do not use or disclose any such Confidential Information except as may be required under
obligation of law or as may be required by WILP/Wipro and in the course of your association with WILP. This
covenant shall endure during your association and beyond the cessation of your association with WILP (irrespective
of the circumstances of, or the reasons for, the cessation).  

vii. In connection with your association with Wipro as part of the WILP and during the term of your association upon
conception or creation, you shall disclose and assign to Wipro as its exclusive property, all inventions, ideas,
concepts, discoveries, techniques, and improvements (including without limitation legal documents, training
materials, computer software and associated materials) developed or conceived by you solely or jointly with others
(whether or not during business or academic session hours), and shall comply with the Policies of Wipro in relation
to Intellectual Property.

During the period of academic study, if you develop or conceptualize inventions, ideas, concepts, discoveries, techniques
and improvements (including without limitation computer software) solely or jointly with others in relation to the operation of
the WILP / Wipro, such developments will be fully communicated to the WILP academy and will be the sole intellectual
property of Wipro. You agree to cooperate in the execution of documents to facilitate the assignment of such intellectual
property when required. 

10. Confidentiality:

i. 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 Policy of Wipro. Therefore, please maintain
all Confidential Information as defined from time to time in the Confidentiality Policy of Wipro, as secret and
confidential and do not use or disclose any such Confidential Information except as may be required under
obligation of law or as may be required by Wipro and in the course of your enrolment. This covenant shall endure
during your enrolment and beyond the cessation of your enrolment with Wipro (irrespective of the circumstances of,
or the reasons for, the cessation).  

ii. During your training on projects at Wipro, you will be expected not to use or disclose any confidential information,
including trade secrets, of any former employer (if any) or other person with whom you have an obligation of
confidentiality and by signing below you affirm that you have no conflicting obligations or non-compete agreements
that would prevent you from working without limitation for Wipro.

11. Assignment of Intellectual Property  

In connection with your enrolment and during the term of your enrolment, upon conception or creation, you shall disclose
and assign to Wipro as its exclusive property, all inventions, ideas, concepts, discoveries, techniques, and improvements
(including without limitation legal documents, training materials, computer software and associated materials) developed or
conceived by you solely or jointly with others (whether or not during business hours), and shall comply with the Policies of
Wipro in relation to Intellectual Property. 

12. Posting 

During the initial study period, initially you would be made familiar with Wipro, but you may if needed be re-assigned or
transferred to another division, department, establishment or new location where Wipro, has its office or operation and
WILP classes are running in the particular location, in India, without enhancing the scholarship amount. On placement of
this nature, you will also be governed by the disciplinary rules and regulations as applicable in that unit/branch. You may
also be placed in any sister company of Wipro, for practical studies.

13. Misconduct:

i. In case you are charged with any misconduct or disciplinary issue during your study period, your enrolment with
WILP may be temporarily placed on suspension without payment of scholarship amount, for such period as Wipro
may deem fit. If the charges against you are proved to be true, your enrolment may be immediately cancelled ,
without any notice or payment of scholarship in lieu of notice not withstanding any clause of this letter of enrolment.
It is clarified that this clause is without prejudice to Wipro’s rights to enforce the Training Agreement duly signed by
you even after cancellation of your enrolment for whatever reasons as the case may be. 

ii. Notwithstanding the condition regarding written notice of termination and without prejudice to Wipro’s right to
enforce the Training agreement, Wipro shall have the right to terminate your academic study without any notice or
payment of scholarship in lieu thereof, if any declaration given or information furnished by you to WILP/ Wipro is
found to be false or if you are found to have willfully suppressed any material information.

Please note that at any stage, whether during your selection process or upon enrolment with the WILP, if it is
brought to our notice that you have indulged in malpractices or used illegal means to clear your online
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assessment, Wipro shall withdraw or revoke the enrolment and cancel the same with immediate effect and we
reserve our rights to take suitable action against you as we may deem fit.  

14. Cancellation of Enrolment:  

Notwithstanding any of the clauses of this letter of enrolment, Company reserves the right at its sole discretion to cancel
this enrolment during the study period without assigning any reason, by giving one months' (30 days) notice or one
month's scholarship/stipend in lieu of notice. 

15. Study Hours:

i. As a Scholar Trainee – Work Integrated Learning Program, you will be called upon to undergo studies during the
hours and days as may be fixed by WILP from time to time as per the University requirements. 

ii. Normally, your “Project work” would be from 8:30am to 6:00pm from Monday to Friday. There shall be a 45 minutes
lunch interval. 

iii. You would be assigned to any of the locations and any project work as part of your WILP as may be decided by the
Company. 

iv. The full day lecture sessions will be held at any of Wipro’s other establishments/outsourced venue. You may also be
called upon to attend academic study as and when required on holidays, as may be scheduled in accordance with
the convenience of the organizing team of the WILP. 

v. The university will plan contact classes in multiple format to suit the project work situations and university guidelines
such as contact classes in ILT (instructor Led training) and / or VILT (virtual Instructor Led Training and Self-
Directed / Recorded lecture sessions.

16. General:

i. This letter of enrolment is subject to the condition that you have not provided us with any false declaration or wilfully
suppressed any material information. If you have, you will be liable for cancellation of enrolment from the WILP
without any prior notice. 

ii. The terms of this letter of enrolment may be specifically enforced legally, if required. In this connection, if any of the
provisions of this letter are declared or found to be void or unenforceable due to any reason whatsoever, the
remaining provisions of this letter shall continue in full force and effect.  

iii. These enrolment terms supersede and replace any existing agreement or understanding, if any, between Wipro and
you relating to the same subject matter. 

iv. You warrant that you are not prevented by a court or by any other administrative or judicial order from enrolling
under this agreement. In the event that you are not a citizen of the country of posting, you should have a valid work
permit to work in the country of posting.  

v. During the period of enrolment you are required to comply with all policies of WILP and Wipro. These policies are
updated / modified on a periodic basis and new policies may be introduced and notified to the Scholar Trainees
from time to time. You agree to comply with all policies as modified from time to time.

17. On Completion/Cancellation of Academic Program:

i. On Completion of the academic program or cancellation of your enrolment , as the case may be, you will
immediately surrender to Wipro/ the Academy all specifications, formulae, documents, literature, drawings or
records, etc. belonging to Wipro/ the Academy or relating to its business and shall not make or retain any copies of
these items. 

ii. You are not eligible to receive testimonial certificate if you do not successfully complete the academic study in
accordance with this letter of enrolment and the study scheme formulated by the Academy. 

iii. Wipro reserves the right to offer employment at its sole discretion to a Scholar trainee on successful and
satisfactory completion of the academic study.

18. Acceptance of Enrolment Letter:  

Upon accepting the above terms and conditions, you are required to return the duplicate of this letter of enrolment, duly
signed by you as a token of your acceptance on the day of joining WILP program. 
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Please confirm that the above terms are acceptable to you and that you accept the enrolment by signing a copy of this
letter of enrolment and submit the same on the date of joining. 

Yours sincerely, 

For Wipro Limited,  

  

Aparna Shailen 
General Manager - Human Resources

I have read, understood and agree to accept the enrolment on the terms and conditions herein. 

I shall be present for the induction session on

ANNEXURE I 

CONFIRMATION ON SHARING PERSONAL INFORMATION (AS REQUIRED UNDER INFORMATION TECHNOLOGY
ACT, 2000)

I Mohammad Hundekari, confirm that I am voluntarily sharing my Personal Information with Wipro Limited (‘Wipro’) being a
part of WILP of Wipro for the following purposes:  

a. validating my application form and retaining records on the same for any future reference/verification; 

b. processing my application form including background verification checks; 

c. academic study related actions including record keeping, processing scholarship advance and benefits and any
action required in the context of my enrolment with Wipro, being a part of WILP.

In this context, I also agree to the retention of such Personal Information by Wipro for any future reference/verification and
authorize Wipro to transfer the same to a third party. 

I understand that ‘Personal Information’ means any information, relating to me that is available with Wipro and is capable
of identifying me.”

ANNEXURE II 

I hereby confirm that I shall submit the required academic certificate including but not limited to mark sheet and Provisional
or Convocation Degree Certificate within 3 months from my date of joining. I understand that my enrolment is subject to my
aggregate meeting the Wipro eligibility criteria and submission of the above mentioned documents.  

I hereby declare that all the particulars mentioned above are true to the best of my knowledge. In the event of my failure to
submit the above mentioned documents or in case of any discrepancy, I shall be liable for termination of my enrolment with
Wipro.

ANNEXURE – III 

INITIAL INDUCTION PROGRAM

The Talent Transformation team at Wipro groom's campus selects to help them face the challenges of the corporate world.  

A holistic 360 degree approach to training is adopted and helps them hone their fundamental computer skills followed by
insights into Wipro businesses, process, technology and behavioral skills.  

To understand and appreciate the mindset of the young Trainees and ensure that the transformation is smooth, the
induction program is done by a team of dedicated professionals who have exposure to the academic and corporate sectors
alike. Project Readiness Program (PRP) is a training program designed to address the basic learning needs of the
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Trainees.  

Corporate Readiness Program - CRP  

The CRP program is focused on making young Trainees comfortable in a corporate environment. This program starts with
a corporate induction. 

“EMERGE” a behavioral skills building training program ensures that the fresh Trainee start feeling at ease in the
“corporate world”. This activity based behavioral intervention informs the new entrants about the corporate work culture
and business etiquette.  

Technology Readiness Program - TRP  

The technology training provides critical technical skills required to work on projects allocated to Trainees and prepare to
face the demands of the project world. We begin doing this by familiarizing with Wipro’s businesses and work environment.

The methodology of training is “Project Based Learning” (PBL) approach, the entire learning is designed around a series of
projects that the recruits are expected to complete individually by learning and applying various topics required to complete
the project. Starting with individual projects, the PBL approach ends with recruits working on a team project.

ANNEXURE – IV

POST CONVERSION DETAILS

Post successful completion of your course and conversion to full time employment, you will be part of the Campus
Program which has a special bonus and aided career path. Please find below the compensation and bonus plan as part of
the program which will be effective from your joining date with Wipro as a full time employee. 

Your compensation post successful completion of your course and joining as a full time employee will be Rs.6,00,000 per
annum. In addition to the mentioned salary, you will be eligible for a special bonus in the first three years. This bonus is
performance based and will be merged (added) to your salary after 12 months from the date of payout. The bonus will be
paid as per the details below and will be subject to applicable payroll taxes and withholdings: 

Year 
End of Year 1 
End of Year 2 
End of Year 3 

Bonus 
1,00,000 – 1,50,000 
1,00,000 – 1,50,000 
1,00,000 – 1,50,000 

Please note the terms and conditions: 

1. The special bonus is subject to

you being "active" in the services of the company through to retention date as applicable
your employment has not been terminated for poor performance or for cause prior to retention date
you have not resigned voluntarily or abandoned your job as of the retention date

2. Please note that this is subject to you meeting satisfactory performance levels. If the performance criteria is not fulfilled,
you will not be eligible to receive the bonus. The same is understood and accepted by you. 

3. The gross bonus amount paid will be recovered in case you leave the organization before 24 months of bonus
payout. This will be applicable to all 3 tranches of bonus payouts 

4. In the event of your deputation to a location outside your base location, at the time of bonus processing, you will be
eligible to receive the bonus amount in applicable local currency in accordance with applicable exchange rate, as per
company policy 

5. The management team reserves the right to make changes to the program at any time during the year. In the event
of an exceptional circumstance the management team’s decision on the payout would be final and binding. 

6. You shall keep the contents of this letter confidential 

Note: The above shall be applicable on successful completion of your course and will be effective from your
joining date with Wipro as a full time employee.

ANNEXURE – V

I have read and understood the terms of my enrolment letter. I agree and acknowledge that I am a Student/Scholar trainee
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with Wipro’s WILP. I further undertake that I shall not represent to any person within Wipro or any other third party that I am
an employee of Wipro Ltd and I fully understand that such false representation shall entail severe disciplinary action
including immediate cancellation of my enrolment.

Travel, Accommodation, Food & Other Miscellaneous Expenses

Travel

i. You would be entitled for Rs. 1500 from the date of appointment as a lump sum amount that will be credited with
your first month stipend. You may utilize this amount towards Travel and you would not need to submit bills towards
usage of this amount. 

ii. There is no provision for reimbursement/allowance towards any expenses incurred in lieu of attending training or
classes at different locations in the same city.

Accommodation, Food & other Miscellaneous Expenses

i. You would be entitled for Rs.400 per day for 8 days (total amount of Rs.3,200) from the date of joining. You may
utilize this amount towards accommodation, food & other miscellaneous expenses. This would be paid as a lump
sum amount that will be credited with your first month stipend and you would not need to submit bills towards usage
of this amount. 

ii. If your posting location (the location where you would be based out of after training) is different from the training
location (location where you undergo initial training), you would be entitled for the following:  

Settlement and Miscellaneous Expenses: Rs.1200 per day for 7 days (total amount of Rs. 8,400) from the date of
reporting to the posting location. You may utilize this amount towards boarding, lodging, conveyance & other
miscellaneous expenses. 

iii. Any location change after reporting to posting location will be treated as relocation/transfer and will be covered
under the Transfer policy for Team Rainbow. For details you can refer the policy at myWipro-> My Policies -> India-
>My Travel>Transfer Policy-Team Rainbow. 

iv. Campus joiners would not be eligible for accommodation at the Wipro guest houses.

Please note in the event that the employee leaves the organization within 6 months from the date of joining, all
payments processed under Joining & Relocation Entitlements shall be recovered from the employee at the time of
exit.

 Accept  Decline

 Signature Mohammad Hundekari 24/2/2022 10:55 AM  
(checking the checkbox above is equivalent to a handwritten signature)

Registered Office:

Wipro
Limited T :+91 (80) 2844 0011

Doddakannelli F :+91 (80) 2844 0054

Sarjapur
Road E :info@wipro.com

Bengaluru
560 035 W :wipro.com

India C :L32102KA1945PLC020800

23817319
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CAREERS (/careers-home)

Submit & Print

February 16, 2022  

Welcome to Wipro’s Work Integrated Learning Program (“WILP”)  

Work Integrated Learning Programme 
Wipro Limited, Dodda Kannelli  
Sarjapur Road, Bengaluru - 560 035. 
Phone: (080) 28440011/12, Fax: (080) 28440256 

Dear Abhinav Patil,  

Sub: Enrolment letter to Wipro’s Work Integrated Learning Program (“WILP”) as Scholar Trainee – Work Integrated Learning Program 

Welcome to WILP! 

With reference to your application, it is our pleasure to enroll you as a Scholar Trainee – Work Integrated Learning Program. This is a scholarship
program customized as a robust academic and training program which will enable you to obtain M-Tech degree from one of the premier
engineering institution / University in India. 

The duration of the academic program shall be 48 months from the date of enrolment to the academic program. You will be enrolled into the
academic program within 12 months from date of joining. Your date of joining will be intimated through a separate communication. 

We hope you enjoy the learning with WILP and have an enriching experience being a part of Wipro Limited (“Wipro or “Company”).  

Please read through the terms and conditions of your enrolment as provided below. 

We look forward to having a long and fruitful relationship with you at WILP, Wish you all the best! 

Yours sincerely, 
For Wipro Limited,  

  
Aparna Shailen 
General Manager - Human Resources

Endorsement 

I accept the enrolment and the terms and conditions thereof as specified below. I shall report for undergoing study on  

Terms & Conditions of Scholarship

1. PROFILE:  

You have been selected to be a part of Wipro’s WILP and are enrolled as a Scholar Trainee- Work Integrated Learning Program. Upon joining
WILP, you will have to undergo a “Project Readiness Program” (‘PRP’) that prepares you to participate in projects at the Company as part of this
learning program. This robust academic program will also enable you to obtain M-Tech degree from one of the premier engineering Institution
/ University upon successful completion of the course.  

2. DURATION:  

The duration of your academic program will be for a period of 48 months from the date of enrolment to the academic program. You will be enrolled
into the academic program within 12 months from date of joining. Unless the Company extends the period of your study in writing, which is done
solely at the discretion of the Company, your enrolment would automatically terminate at the end of the stated 48 months. 

In case the Company extends the academic period (in writing) you will continue to be enrolled as a Scholar Trainee – Work Integrated Learning
Program with WILP. 

3. Appointment details:

https://c-11076-20200522-wipro-jibeapply-com.i.icims.com/careers-home
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We provide support to our global customers through various Company locations in India to suit customer requirements by operating 24x7. You
would be operating from any of these locations and in any of the shifts, including night shift, as may be decided by the Company, keeping in mind
the business needs and deliverables to customers. 

4. Scholarship/Stipend and Benefits  

During your period of enrolment, you would be entitled to a consolidated monthly scholarship. 

Apart from the monthly scholarship, the Company will provide you with life & accidental insurance that would include a cover for you, the
premium / cost will be taken care of by Wipro. This is a voluntary benefit offered by the Company and the details of the same are listed below.  

i. A Group Personal Accident Insurance (GPAI) coverage of Rs.12,00,000/-. You could also choose to get additional coverage for a nominal
and highly negotiated premium. More details on the policy are available in My Policies section in myWipro, the HR portal at Wipro. 

ii. Group Life Insurance coverage of Rs.14, 00,000/-. This sum insured is inclusive of cover as per EDLI (Employee Deposit Linked
Insurance). You can also get an extra coverage for a nominal and highly negotiated premium. More details on the policy are available on My
Policies Section in myWipro, the HR portal at Wipro.

In addition to the above, you are also eligible for medical insurance cover towards hospitalization. 

You are eligible for a floater coverage of Rs.2,00,000/- per annum for family (self, spouse & children) towards hospitalization. There will be a
deduction from your monthly scholarship/stipend depending on your marital/family status towards the base sum insured premium. 10% of the claim
amount would need to be borne by the employee/Scholar trainee.

 

Base Medical insurance is to be availed by the employee as default. It is accounted for in deductions as a nominal monthly charge. Top-Up cover
is voluntary and charged as applicable during renawal timelines.

 

If you wish to enhance the coverage, a top up cover option is also available for a highly negotiated premium. More details on the policy are
available on My Policies Section in myWipro, the HR portal at Wipro. 

The below table lists down your scholarship details:  

Period Scholarship ESI Consolidated Scholarship (Rs.
Per Month)

First year 15000 488 15,488/- (*)

Second year 17000 553 17,553/- (*)

Third year 19000 618 19,618/- (*)

Fourth year 23000 0 23,000/- (*)

(*) You shall be responsible for payment of all statutory contributions, taxes, dues and levies as may be required under the relevant laws including
contributions under Employees’ State Insurance Corporation Act (at 0.75% of your Scholarship) as and when applicable to you. Such
contributions, taxes, dues and levies where required, shall be deducted from your Scholarship and benefits according to applicable laws and
regulations. 

Your fourth-year scholarship will continue until completion of your M-Tech program. Your enrolment into the MTech academic program within 12
months from date of joining. 

You shall be eligible to receive a onetime "joining bonus" of Rs.75,000 after you join Wipro along with your first month salary. All applicable taxes
on the payment of this amount will be borne by you. Please note in the event you leave the organization within 12 months from the date of joining,
payment processed under Joining bonus shall be recovered from the employee at the time of exit. 

The enhancement of the scholarship at the end of each academic year of study will be at the discretion of the Company and subject to your
satisfactory progress of study, acquisition of skills, behavior, regularity and punctuality in attendance. Your continued enrolment in the course, will
be at the discretion of the Company, and is subject to satisfactory academic performance and other requirements as prescribed in the WILP portal. 

In case your project performance at any stage is not found to be at par with the requirement of WILP, then you would be placed on performance
improvement program (PIP). If you fail to successfully complete the PIP, the Company may at its sole discretion discontinue your enrolment in the
WILP program. 

Book Allowance:  

A Book Allowance of Rs.1,250/- will be provided to you per semester. This allowance will be given every semester except the last semester when
you will be engaged in dissertation. The allowance will be paid to you centrally along with your scholarship during the course of each semester.
The allowance will be subject to tax. Book allowance is applicable and paid only when you are registered for the semester. 

Scholarship Advance:  

You can avail a scholarship advance in case of any personal financial emergency. Details of the policy can be viewed in the policy section on the
WILP portal  

5. Training Agreement:

i. This letter of enrolment is subject to the execution of a training agreement in the prescribed proforma with Wipro Limited, Sarjapur Road,
D dd k lli B l 560035 b f j i i th (“T i i A t”)
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Doddakannelli, Bengaluru-560035 on or before joining the program (“Training Agreement”).  

ii. This Training agreement shall be for a total period of 60 Months where you will be mentored for developing your skills and knowledge. This
included technical training, in various formats, both online and offline and practical experience in various projects. The Company invests
on your behalf for the cost of these trainings. Should you discontinue the WILP program or your enrolment with WILP is cancelled for
any reason whatsoever before the completion of 60 months from the date of joining, the training expenses of Rs.75,000/-(Rupees
Seventy five thousand only) will have to be paid by you as detailed in the Training Agreement.

6. PROJECT READINESS PROGRAM (PRP)  

Upon enrolment, you will have to undergo a Project Readiness Program (PRP) to prepare you to participate in projects. This is offered by Wipro’s -
Talent Transformation Department to all campus and off-campus selects. The broad objective of PRP is to equip you with the necessary
knowledge and skills that will enable you to start working on real-life project work which is an integral part of the WILP.  

7. Regulations of Academic study:

i. You will be enrolled for M-Tech program with a renowned institution (“University”) that collaborates with Wipro for WILP.  

ii. Course specialization includes but is not limited to Software Systems, Software Engineering, Information Technology, Computing Systems
and Infrastructure Management, Data Analytics, IoT, Cloud, Digital & Cyber security, Embedded Systems.  

iii. Your specialization and enrolment would be decided based on prevailing business requirements and decision of the Company is final and
binding.  

iv. You will not be able to change Specialization track after enrolment.  

v. Overall program duration is 4 years from date of enrolment of academic program.  

vi. As per the program structure, a WILP Scholar trainee will register and pursue 4 to 6 courses per semester over 7 semesters.  

vii. You will be required to submit a project work / dissertation in your final semester (8th semester of your program). This will enable you to
advance your professional capabilities by applying concepts and techniques in projects.  

viii. Each course has multiple evaluation components. This includes an assignment component, quiz, mid-semester examination and
comprehension examination. All evaluation components are mandatory for securing a pass grade in a course as prescribed by the
partnering institution.  

ix. Contact classes are organized as per the handout and calendar prepared and shared by the University at the beginning of each semester.
In the normal course, one session of 2 hours duration per course per contact class is organized.  

x. You will be called upon to undergo studies during the hours and days as may be fixed by the Company from time to time. Normally, the
study hours would be from 9:00am to 6:00pm  

xi. The faculty will take attendance/circulate attendance sheets for every session. It is your responsibility to ensure that your attendances are
recorded properly.  

xii. WILP Scholar trainees are expected to be on time for every session. Punctuality is non-negotiable and the faculty reserves the right to deny
entry and attendance to late comers.  

xiii. Attending 75% of contact session is mandatory for each course to appear for examinations.  

xiv. Not attending classes for reasons like medical/on the job training /late coming/personal problems and other similar reasons would be
treated as absenteeism.  

xv. Scholar trainees who fail to meet the minimum attendance criteria will not qualify for comprehension exams for any of the registered
courses in that semester.  

xvi. For any reason, you are not able to meet the minimum attendance criteria or not complete the mandatory assignments / quiz / examinations
in any semester, you are required to repeat the same semester as and when the next batch is organized. In such cases, rules and
regulations governing academic programs at that time would be applicable. In addition, additional semesters fees are to be borne by you as
prescribed by the University.  

xvii. At the end of each semester, the performance of each Scholar Trainee in a course, is specified as a letter grade which is obtained through a
Relative Grading procedure  

xviii. Any Scholar trainee securing 3 or more cumulative fail grade at any point in time will be expelled from WILP Program.  

xix. The 8th semester of study is fully devoted for dissertation / project work  

xx. If a Scholar trainee’s CGPA is less than 5.5, the Scholar trainee will not be permitted to register for the dissertation. He/she has to re-appear
for exams and secure a CGPA of 5.5 before taking up the dissertation. Also, a Scholar trainee with an E grade in any course will not be
permitted to register for the Dissertation  

xxi. Project / Dissertation work has to be carried out by each individual separately. Teamwork is not permitted.  

xxii. The dissertation has to be completed strictly as per the guidelines that are outlined by collaborating institution.  

xxiii. WILP Scholar trainees are expected to maintain decorum and discipline in line with Wipro's professional work culture and environment.  

xxiv. In cases where a Scholar trainee deviates from the expected behaviour as prescribed by the WILP and partnering institution from time to
time , strict action will be taken and the decision of the WILP Team / faculty /, University would be final and binding.  



2/16/22, 4:24 PM Wipro Careers|Discovery a World of Opportunity|Join Us Today!

https://wipro.icims.com/forms?form=WILP_Enrollment_Letter_Template_2022&item=5460504 4/7

xxv. Breach of integrity will be dealt with sternly. Such Scholar trainees will be asked to discontinue their studies and also expelled from WILP
program.  

xxvi. On successful completion of the study, you will be eligible to receive the M-Tech degree from the collaborating University, in recognition of
your successfully completing the course. 

xxvii. All Scholar trainees of the WILP will be given testimonials at the end of the successful completion of the M-Tech degree program. The
testimonial contains the timeline in the WILP and the kind of project works carried during this opportunity.

Mode of contact session, examination pattern and other academic program norms are subject to change based on the prevailing situation /
University norms declared from time to time. Decision of the University would be final and binding. 

8. Conflict of Interest:

i. During your enrolment period with the WILP, you will focus exclusively on the requirements of the program. In addition to your study and
academic requirements, you are required to engage yourself exclusively in the work assigned by Wipro and shall not take up any
independent or individual assignments (whether part time or full time, in an advisory capacity or otherwise) directly or indirectly without the
express written consent of Head / Manager of WILP Academy  

ii. You shall ensure that you shall not, directly or indirectly, engage in any activity or have any interest in, or perform any services for any
person who is involved in activities, which are or shall be in conflict with the interests of Wipro.  

iii. The Conflict of Interest Policy also refers to the need on your part, during your enrolment and for a period of one year from the cessation of
your enrolment with WILP (irrespective of the circumstances of, or the reasons for, the cessation) not to solicit, induce or encourage: 

a. Any student/scholar trainee of the WILP to abandon /withdraw their enrolment with the program or to accept enrolment and/or
employment with any competitor, supplier or any customer with whom you have a connection.  

b. Any employee of Wipro to terminate their employment with Wipro or to accept employment with any competitor, supplier or any
customer with whom you have a connection.  

c. Any customer or vendor of Wipro to move their existing business with Wipro to a third party or to terminate their business relationship
with Wipro.  

d. Any existing employee and/or student of WILP to become associated with, or perform services of any type for any third party.  

iv. In case of any conflict or doubt, please discuss the matter with Head / Manager of WILP, to understand Wipro's position on this and resolve
the conflict.

9. Obligation and Responsibilities:

i. During the study period you will be governed by the WILP regulations and instructions as may be modified, from time to time, in relation to
conduct, discipline and other matters.  

ii. During your study as part of WILP, Company expects you to undergo study in the area in which you are placed, with a high standard of
initiative and efficiency. This is critical and Company has zero tolerance towards any deviations.  

iii. You would not be allowed to seek membership of any local or public body without the written approval from the Head / Manager of WILP.  

iv. During the study period and thereafter, you would not be allowed to give out to anyone in writing or by word of mouth or otherwise,
particulars or details of work - process, technical know-how, research carried out, security arrangements, or administrative and/or
organizational matters of confidential or secret nature which you may come across during your academic study or become known to you by
virtue of your undergoing study under WILP or otherwise.  

v. You are bound by all regulations, instructions and policies of the WILP and Wipro. These are updated / modified on a periodic basis and
new policies may be introduced and notified to Scholar trainees from time to time and you will be bound to comply with the same.  

vi. In consideration of the opportunities, trainings and access to new techniques and know-how that will be made available to you, you will be
required to comply with the Confidentiality Policy of Wipro. Therefore, please maintain all Confidential Information as defined from time to
time in the Confidentiality Policy of Wipro, as secret and confidential and do not use or disclose any such Confidential Information except as
may be required under obligation of law or as may be required by WILP/Wipro and in the course of your association with WILP. This
covenant shall endure during your association and beyond the cessation of your association with WILP (irrespective of the circumstances
of, or the reasons for, the cessation).  

vii. In connection with your association with Wipro as part of the WILP and during the term of your association upon conception or creation, you
shall disclose and assign to Wipro as its exclusive property, all inventions, ideas, concepts, discoveries, techniques, and improvements
(including without limitation legal documents, training materials, computer software and associated materials) developed or conceived by
you solely or jointly with others (whether or not during business or academic session hours), and shall comply with the Policies of Wipro in
relation to Intellectual Property.

During the period of academic study, if you develop or conceptualize inventions, ideas, concepts, discoveries, techniques and improvements
(including without limitation computer software) solely or jointly with others in relation to the operation of the WILP / Wipro, such developments will
be fully communicated to the WILP academy and will be the sole intellectual property of Wipro. You agree to cooperate in the execution of
documents to facilitate the assignment of such intellectual property when required. 

10. Confidentiality:

i. 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 Policy of Wipro. Therefore, please maintain all Confidential Information as defined from time to
time in the Confidentiality Policy of Wipro, as secret and confidential and do not use or disclose any such Confidential Information except as
may be required under obligation of law or as may be required by Wipro and in the course of your enrolment. This covenant shall endure
during your enrolment and beyond the cessation of your enrolment with Wipro (irrespective of the circumstances of, or the reasons for, the
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cessation).  

ii. During your training on projects at Wipro, you will be expected not to use or disclose any confidential information, including trade secrets, of
any former employer (if any) or other person with whom you have an obligation of confidentiality and by signing below you affirm that you
have no conflicting obligations or non-compete agreements that would prevent you from working without limitation for Wipro.

11. Assignment of Intellectual Property  

In connection with your enrolment and during the term of your enrolment, upon conception or creation, you shall disclose and assign to Wipro as
its exclusive property, all inventions, ideas, concepts, discoveries, techniques, and improvements (including without limitation legal documents,
training materials, computer software and associated materials) developed or conceived by you solely or jointly with others (whether or not during
business hours), and shall comply with the Policies of Wipro in relation to Intellectual Property. 

12. Posting 

During the initial study period, initially you would be made familiar with Wipro, but you may if needed be re-assigned or transferred to another
division, department, establishment or new location where Wipro, has its office or operation and WILP classes are running in the particular
location, in India, without enhancing the scholarship amount. On placement of this nature, you will also be governed by the disciplinary rules and
regulations as applicable in that unit/branch. You may also be placed in any sister company of Wipro, for practical studies.

13. Misconduct:

i. In case you are charged with any misconduct or disciplinary issue during your study period, your enrolment with WILP may be temporarily
placed on suspension without payment of scholarship amount, for such period as Wipro may deem fit. If the charges against you are proved
to be true, your enrolment may be immediately cancelled , without any notice or payment of scholarship in lieu of notice not withstanding
any clause of this letter of enrolment. It is clarified that this clause is without prejudice to Wipro’s rights to enforce the Training Agreement
duly signed by you even after cancellation of your enrolment for whatever reasons as the case may be. 

ii. Notwithstanding the condition regarding written notice of termination and without prejudice to Wipro’s right to enforce the Training
agreement, Wipro shall have the right to terminate your academic study without any notice or payment of scholarship in lieu thereof, if any
declaration given or information furnished by you to WILP/ Wipro is found to be false or if you are found to have willfully suppressed any
material information.

Please note that at any stage, whether during your selection process or upon enrolment with the WILP, if it is brought to our notice that
you have indulged in malpractices or used illegal means to clear your online assessment, Wipro shall withdraw or revoke the enrolment
and cancel the same with immediate effect and we reserve our rights to take suitable action against you as we may deem fit.  

14. Cancellation of Enrolment:  

Notwithstanding any of the clauses of this letter of enrolment, Company reserves the right at its sole discretion to cancel this enrolment during the
study period without assigning any reason, by giving one months' (30 days) notice or one month's scholarship/stipend in lieu of notice. 

15. Study Hours:

i. As a Scholar Trainee – Work Integrated Learning Program, you will be called upon to undergo studies during the hours and days as may be
fixed by WILP from time to time as per the University requirements. 

ii. Normally, your “Project work” would be from 8:30am to 6:00pm from Monday to Friday. There shall be a 45 minutes lunch interval. 

iii. You would be assigned to any of the locations and any project work as part of your WILP as may be decided by the Company. 

iv. The full day lecture sessions will be held at any of Wipro’s other establishments/outsourced venue. You may also be called upon to attend
academic study as and when required on holidays, as may be scheduled in accordance with the convenience of the organizing team of the
WILP. 

v. The university will plan contact classes in multiple format to suit the project work situations and university guidelines such as contact
classes in ILT (instructor Led training) and / or VILT (virtual Instructor Led Training and Self-Directed / Recorded lecture sessions.

16. General:

i. This letter of enrolment is subject to the condition that you have not provided us with any false declaration or wilfully suppressed any
material information. If you have, you will be liable for cancellation of enrolment from the WILP without any prior notice. 

ii. The terms of this letter of enrolment may be specifically enforced legally, if required. In this connection, if any of the provisions of this letter
are declared or found to be void or unenforceable due to any reason whatsoever, the remaining provisions of this letter shall continue in full
force and effect.  

iii. These enrolment terms supersede and replace any existing agreement or understanding, if any, between Wipro and you relating to the
same subject matter. 

iv. You warrant that you are not prevented by a court or by any other administrative or judicial order from enrolling under this agreement. In the
event that you are not a citizen of the country of posting, you should have a valid work permit to work in the country of posting.  

v. During the period of enrolment you are required to comply with all policies of WILP and Wipro. These policies are updated / modified on a
periodic basis and new policies may be introduced and notified to the Scholar Trainees from time to time. You agree to comply with all
policies as modified from time to time.

17. On Completion/Cancellation of Academic Program:

i. On Completion of the academic program or cancellation of your enrolment , as the case may be, you will immediately surrender to Wipro/
the Academy all specifications, formulae, documents, literature, drawings or records, etc. belonging to Wipro/ the Academy or relating to its
business and shall not make or retain any copies of these items. 
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ii. You are not eligible to receive testimonial certificate if you do not successfully complete the academic study in accordance with this letter of
enrolment and the study scheme formulated by the Academy. 

iii. Wipro reserves the right to offer employment at its sole discretion to a Scholar trainee on successful and satisfactory completion of the
academic study.

18. Acceptance of Enrolment Letter:  

Upon accepting the above terms and conditions, you are required to return the duplicate of this letter of enrolment, duly signed by you as a token
of your acceptance on the day of joining WILP program. 

Please confirm that the above terms are acceptable to you and that you accept the enrolment by signing a copy of this letter of enrolment and
submit the same on the date of joining. 

Yours sincerely, 

For Wipro Limited,  

  

Aparna Shailen 
General Manager - Human Resources

I have read, understood and agree to accept the enrolment on the terms and conditions herein. 

I shall be present for the induction session on

ANNEXURE I 

CONFIRMATION ON SHARING PERSONAL INFORMATION (AS REQUIRED UNDER INFORMATION TECHNOLOGY ACT, 2000)

I Abhinav Patil, confirm that I am voluntarily sharing my Personal Information with Wipro Limited (‘Wipro’) being a part of WILP of Wipro for the
following purposes:  

a. validating my application form and retaining records on the same for any future reference/verification; 

b. processing my application form including background verification checks; 

c. academic study related actions including record keeping, processing scholarship advance and benefits and any action required in the
context of my enrolment with Wipro, being a part of WILP.

In this context, I also agree to the retention of such Personal Information by Wipro for any future reference/verification and authorize Wipro to
transfer the same to a third party. 

I understand that ‘Personal Information’ means any information, relating to me that is available with Wipro and is capable of identifying me.”

ANNEXURE II 

I hereby confirm that I shall submit the required academic certificate including but not limited to mark sheet and Provisional or Convocation Degree
Certificate within 3 months from my date of joining. I understand that my enrolment is subject to my aggregate meeting the Wipro eligibility criteria
and submission of the above mentioned documents.  

I hereby declare that all the particulars mentioned above are true to the best of my knowledge. In the event of my failure to submit the above
mentioned documents or in case of any discrepancy, I shall be liable for termination of my enrolment with Wipro.

ANNEXURE – III 

INITIAL INDUCTION PROGRAM

The Talent Transformation team at Wipro groom's campus selects to help them face the challenges of the corporate world.  

A holistic 360 degree approach to training is adopted and helps them hone their fundamental computer skills followed by insights into Wipro
businesses, process, technology and behavioral skills.  

To understand and appreciate the mindset of the young Trainees and ensure that the transformation is smooth, the induction program is done by a
team of dedicated professionals who have exposure to the academic and corporate sectors alike. Project Readiness Program (PRP) is a training
program designed to address the basic learning needs of the Trainees.  

Corporate Readiness Program - CRP  

The CRP program is focused on making young Trainees comfortable in a corporate environment. This program starts with a corporate induction. 

“EMERGE” a behavioral skills building training program ensures that the fresh Trainee start feeling at ease in the “corporate world”. This activity
based behavioral intervention informs the new entrants about the corporate work culture and business etiquette.  

Technology Readiness Program - TRP  
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The technology training provides critical technical skills required to work on projects allocated to Trainees and prepare to face the demands of the
project world. We begin doing this by familiarizing with Wipro’s businesses and work environment.  

The methodology of training is “Project Based Learning” (PBL) approach, the entire learning is designed around a series of projects that the
recruits are expected to complete individually by learning and applying various topics required to complete the project. Starting with individual
projects, the PBL approach ends with recruits working on a team project.

ANNEXURE – IV

POST CONVERSION DETAILS

Post successful completion of your course and conversion to full time employment, you will be part of the Campus Program which has a special
bonus and aided career path. Please find below the compensation and bonus plan as part of the program which will be effective from your joining
date with Wipro as a full time employee. 

Your compensation post successful completion of your course and joining as a full time employee will be Rs.6,00,000 per annum. In addition to the
mentioned salary, you will be eligible for a special bonus in the first three years. This bonus is performance based and will be merged (added) to
your salary after 12 months from the date of payout. The bonus will be paid as per the details below and will be subject to applicable payroll taxes
and withholdings: 

Year 
End of Year 1 
End of Year 2 
End of Year 3 

Bonus 
1,00,000 – 1,50,000 
1,00,000 – 1,50,000 
1,00,000 – 1,50,000 

Please note the terms and conditions: 

1. The special bonus is subject to

you being "active" in the services of the company through to retention date as applicable
your employment has not been terminated for poor performance or for cause prior to retention date
you have not resigned voluntarily or abandoned your job as of the retention date

2. Please note that this is subject to you meeting satisfactory performance levels. If the performance criteria is not fulfilled, you will not be eligible to
receive the bonus. The same is understood and accepted by you. 

3. The gross bonus amount paid will be recovered in case you leave the organization before 24 months of bonus payout. This will be applicable
to all 3 tranches of bonus payouts 

4. In the event of your deputation to a location outside your base location, at the time of bonus processing, you will be eligible to receive the
bonus amount in applicable local currency in accordance with applicable exchange rate, as per company policy 
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Mrunalini Yernal <mrunaliniyernal744@gmail.com>

Fwd: vRhythms Pune Offer
HEMANT WAKADE <hemantwakade71@gmail.com> Fri, Aug 26, 2022 at 8:27 AM
To: mrunaliniyernal744@gmail.com

Good Morning mam,
    I got the offer/Joing letter from VRhythms

---------- Forwarded message ---------
From: Vijay Dixit <vijay_dixit@vrhythmstechnologies.com>
Date: Thu, 25 Aug 2022, 3:37 pm
Subject: vRhythms Pune Offer
To: hemantwakade71@gmail.com <hemantwakade71@gmail.com>

Hi Hemant,

 

Based on the interview, we are extending you offer at vRhythms Pune as Software Engineer.

 

As discussed with you, your joining date is 06th Sep 2022. This is work from office only job as explained to you.

We will be training you on certain technologies with more hands-on & assignments. Usually this training can last up-to
three months. But depending on your effort / attitude, it can get shortened. You will be paid Rs15300/month during this
training period. Once you successfully complete this training you will paid regular salary.

The salary offered to you is INR4.00LPA and the hard copy of the offer letter will be given to you at the time of joining.

 

We need following documents at the time of joining –

1. One Passport Size Photo
2. Copy of PAN card and Aadhaar card
3. Copy of your degree certificate, HSC and SSC certificates
4. Copy of any experience / internship letter
5. Two references contact details
6. One Emergency Contact details
7. Bank Details (IFSC Code and A/C number) for salary transfer

 

As explained to you we are looking for long term commitment and flexibility.

 

Please confirm your acceptance of this offer by replying to this mail.

 

Thanks and Regards,

Vijay B Dixit

mailto:vijay_dixit@vrhythmstechnologies.com
mailto:hemantwakade71@gmail.com
mailto:hemantwakade71@gmail.com
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Cell: +91 98222 49441, +1 408 260 8670

Skype: vijaydixit1

 



vRhythms 

vRhythms Software Private Limited, 318 Mahatma Society, Kothrud, Pune, India 411038 

CIN: U72900PN2008PTC131727    Tel: +91 7620676846, +1 408 260 8670 

 

 

 

 
Offer Letter 

 

Date: October 11, 2021 

 

To, 

Mr Shriharsh Kairamkonda (PAN#JFCPK5864Q), 

Pune 

 

Dear Shriharsh, 

With reference to your application and the subsequent interview you had with us we are pleased to offer you 

position on the following terms: 

 

a) Role: Senior Software Engineer 

 

b) Date of joining:  10th November 2021 

 

c) Compensation & Benefits: Rs.500,000/anum + Gratuity Accrual +Rs.25,000/- additional prorated bonus/anum  

 

d) Increments and Promotion 

Your growth and increase in salary will depend solely on your performance and contribution to the Company. 

Salary increases are normally given on your completion of one year or prorated from beginning of the fiscal year. 

 

e) Termination of Employment 

In the event of you leaving the service of the vRhythms, you will be required to give minimum three months notice 

in written to the management. You can not join any of the vRhythms clients that you worked with, after leaving 

the organisation for a period of at least one year. You may be asked to work at customer premises (onsite) if there 

is a business need and during such assignment you will be paid onsite expenses bonus in addition to your salary. 

No experience or relieving letter will be issued if you decide to leave company voluntarily before completing two 

years of service. 

 

f) Conflict of Interests 

You will not during the continuance of your employment undertake or carry on, either alone or in partnership, any 

other business trade or profession whatsoever. You will devote your time and attention to your duties with us. 

 

g) Confidentiality 

On the acceptance of the offer letter, you are also required to sign and submit the agreement of confidentiality 

(NDA). Non-compliance to the same will result in the cancellation of this offer and the subsequent appointment. 

You will maintain confidentiality of any customer and their related data at all times. 

During the continuance of your employment and thereafter, you will keep all the secrets and will not divulge to 

any person, firm or company whatsoever your salary, increment and emoluments, as also such secrets or 

confidential information or any description acquired by you while in our services concerning affairs of the 

company or any of its associates or branches or their dealers, customers and suppliers. 

 

h) Leaves 

The confirmed employees are eligible for 16 vacation days per annum. (Leave accrual @1.33 days / calendar 

month). 

 

 

Sincerely, 

Vijay Dixit 

                          
Co-Founder & Director, 

Email: vijay_dixit@vRhythmsTechnologies.com 

 

 

 



vRhythms 

vRhythms Software Private Limited, 318 Mahatma Society, Kothrud, Pune, India 411038 

CIN: U72900PN2008PTC131727    Tel: +91 7620676846, +1 408 260 8670 

 

 

 

ANNUAL GROSS PAY FY2122   

   

Gross Per Annum 4,00,000 
Shriharsh Kairamkonda 
PAN#JFCPK5864Q 

  Per Annum Comment 

  Rs.   

Basic Salary ₹ 2,04,000 51% of Gross 

House Rent Allowance ₹ 81,600 40 % of Basic 

Conveyance Allowance ₹ 12,240 6 % of Basic  

Medical ₹ 26,520 13% of Basic 

LTA ₹ 20,400 10% of Basic 

Special Pay 1 (EPF 

component) 
₹ 48,960 24% of Basic 

Special Pay 2  ₹ 6,280 Balance Figure 

Gross Total ₹ 4,00,000   

Semi-Annual Performance 

linked Bonus 
₹ 30,000 Divided into two – Semi-Annual 

Monthly Project Bonus ₹ 25,000 Divided equally into twelve parts 

Annual Loyalty Bonus ₹ 45,000 Paid at the end of fiscal year 

Grand Total ₹ 5,00,000 Rs25,000/- Additional bonus will be paid. 
This will be divided into two parts and 
prorated amount paid semi-annually.    

  

 

Note: FY2122 Salary Details   

• The bonus amounts are paid only if employee is on pay roll and not serving 

notice period.  

• The employer and employee EPF contribution is paid in 'Special Pay 1' 

component as per employee consent. 

 

  
 

 

   

 

   
 

Vijay Dixit   
 

Director & Co-Founder   
 

Phone: +91 7620676846, +91 98222 49441, +1 408 260 8670  

Email: vijay_dixit@vRhythmsTechnologies.com  

 



 
 

                        TRANSCENDENCE HUMAN RESOURCES PVT. LTD. 
                                    IMPROVISE. INNOVATE. INSPIRE 
 
 

21st May, 2022 

                                                            Offer Letter 

 
     Ms. Shrushti Biradar, 
      
 
 
      
              

Dear Shrushti Biradar, 

   We are pleased to make you an offer for employment with Transcendence Human Resources Pvt. 
Ltd., for the position of Consultant. You are requested to work from home for our client’s ADP Private 
Limited. Your appointment commences from 20th June, 2022. Place of Work Location is Pune. 
 
Your duties and responsibilities will be congruent with the position description and you may be asked 
to perform duties as per the scope given by the management of Transcendence Human Resources Pvt 
Ltd and its client ADP Private Limited. Your appointment is subject to the following terms and conditions: 
 
Compensation: 
 

• Your Cost to the Company (CTC) will be Rs. 4,00,010/- per annum (Rupees Four Lakh and Ten 
Only), and will be subject to statutory and other deductions as per company policies and practices. 
The details of your compensation breakup are provided in the attached Annexure. 

 
• The salary will be disbursed by 5" of succeeding month. The monthly salary will also be post 

approval of Time sheet by Transcendence Human Resources Pvt ltd and the client that you are 
deployed. 

 
 

 Contract: 

• You will be on contract for a period of 3 months from the date of commencement of your service, 
which period may be further extended based on your performance and at the discretion of the 
company and its client. The contract may or may not be renewed depending on client’s decision 
and requirements at the time.  

 
Termination of Contract of Employment: 
 

• We will be initiating background verification based on your documents on Education, Employment, 
Address and Criminal, if the verification is failed in any one, you will be terminated without any 
notice period. 

 

 
   ankit@syncopy.co.in, Pankaj@syncopy.co.in, carol@syncopy.co.in  9833463360,  7718057653      

    www.syncopy.co.in 

 

mailto:ankit@syncopy.co.in
mailto:ankit@syncopy.co.in
mailto:carol@syncopy.co.in
http://www.syncopy.co.in/


 
• Either party to the contract may terminate the contract at any time by giving 15 (Fifteen) days 

prior notice in writing to that effect to the other. Alternatively, contract can be terminated by 
paring salary in lieu of the notice period. The contract can be terminated without any notice 
period in case of disciplinary issues, integrity and drop in performance on the part of the 
employee. You shall be bound by the company policies. 

 
• Upon termination of your employment, you shall return all notes/memoranda and any copies 

thereof to Transcendence Human Resources Pvt ltd and its clients that you may have obtained 
during the course of your employment. Your full and final settlement would happen post 30 days 
of your terminations 

    
Confidentiality: 

 

• You should not give anyone by word of mouth, writing, and facsimile or by another form, any      
particulars or details which you acquire during the course of your employment or our working 
systems, technical know- how, security arrangements, administrative and or organizational matters 
of our and our clients whether confidential, secret or other-wise, either during your employment 
with the company or afterwards. In the event that you are in possession of any confidential 
information during the course of employment with us, you are to return it to the company on the 
event of termination. 

 
• You shall not under any circumstances either directly or indirectly receive or accept for your own 

benefit any commission, rebate, discount, gratuity or profit from any person, company, or firm 
having business transactions with Transcendence Human Resources Pvt Ltd. 

 
   Pay: 
 
• The company shall pay you salary for your service with the allowance governed by the rules and 

Regulations affecting the staff of your category as per the rules of the company as well as Statutory 
Provisions in force from time to time, details of which are given in annexure attached herewith.  

• Subject to following deduction: 
 

Profession Tax, as applicable. 
Provident Fund, as applicable. 
Income Tax, as applicable. 
 
Any other statutory deductions, declared at a later date. 
Your remuneration package is strictly confidential between you and the company and should not 
be discussed with any one nor divulged to anyone in any manner whatsoever.  

  
Insurance: 

 
• The Medical and Personal Accident Insurance policy will come into effect from date of joining the 

company and post submission of the documents, policy will be covered only for the employee and 
not for the dependents and family. 

 

• Health Insurance - You will be covered as per the existing Medical Insurance Policy provided by the 
Transcendence Human Resources Pvt ltd for the sum assured of Rs. 2 Lakhs.  The terms and 
conditions and other eligible criteria is as per Insurance company policy coverage details, which will 
be sent after getting the document. 



 
• Personal Accident Insurance — You will be covered as per the existing Group Personal Accident 

Insurance Plan provided by the organization. The terms and conditions and other eligible criteria is 
as per Insurance company policy coverage details, which will be sent after getting the document. 
 
General 
 

• During the course of your employment, you will employ yourself efficiently, honestly, faithfully, and 
devote your whole-time attention and ability to the interest of the company. 

• You are to obey and comply with all the lawful orders and directions given to you by the concerned 
superiors in the company 

• You should not indulge in any act or omission which is likely to harm the reputation of the company 
or affect prejudicial fly the reputation of the company. You should on no account place yourself in a 
position where your interest conflict with your duties under the management. 

• It is also your duty to bring to the notice of the Management any act or omission of any other 
employee who affects the organization prejudicially, immediately it comes to your notice. 

• In case of your termination or resignation, you should hand over charge to any official designated in 
this behalf and obtain a clearance certificate from him and your accounts can be settled only on 
production of such certificate. 

• You are expected to deal with company’s money, material and documents with utmost honesty and 
professional ethics. Your service may be dispensed with any time without any previous notice, if 
you are found guilty of gross indiscipline, fraud, misappropriation or acting against the interest if 
the company. 
 

• This offer is made on the basis of the particulars submitted by you. You shall inform with in 15 days 
of such change. If at any time it emerges that such particulars were false or incorrect or that any 
material or relevant information had been suppressed or concealed or exaggerated, this offer and 
your employment pursuant   hereto will be considered ineffective and irregular and will be liable to 
be terminated by the company without notice or salary in lieu of notice. This shall be without 
prejudice to the right of the company to take disciplinary action or initiate appropriate proceedings 
against you. The company will entitled to conduct such  background checks upon you as it may 
deem fit  and you hereby expressly grant the company the permission to do so and waive and all 
rights under applicable law in this regard. 
 
Intellectual Property. 
 

• All right title, and interest in intellectual property (“Intellectual Property”) developed during the 
course of discussions between the parties or developed in the course of your work with the 
company shall belong to the company. Intellectual Property means all inventions, know how, 
improvements, discoveries, content development, methods, processes, concepts, designs, ideas, 
prototypes, samples, drawings, blueprints, specifications, computer programs, methods of doing 
business, and software and/or other woks conceived by and/or reduced to practice or writing by 
the company or as a result of the company client feedback. You agree to assign to the company al 
right, title, and interest in intellectual Property developed in the course of work for the company. 
You also agree to promptly notify the company.  The company may, at its option, file a patent 
application or application for other intellectual Property protection. You shall cooperate to assure 
that such application will cover, to the best of your knowledge, all items related thereto, including 
all features of commercial interest and importance. 

 
 
 



 
 Verification: 
 

• The associate Shrushti Biradar authorizes the employer Transcendence to perform background 
verification on the details shared to procure this employment opportunity. If any of the details 
shared during the course of selection are identified as being false, unverifiable or disputable, the 
employer reserves the right to terminate the contract with immediate effect without clearance of 
any dues whatsoever and also, if necessary, follow legal recourse to recover whatever monetary 
resources were invested during the selection procedure and any other monetary damages incurred 
towards client 
 
 
Competition: 
 

• You should not involve yourself, directly or indirectly, in the similar business in which the company 
/ client is engaged with, for six months after leaving the company without prior permission of the 
company. Breach on your part of any of the above conditions will entail termination of your 
employment without notice. The terms and conditions of your service contract mentioned herewith 
or are intimated hereafters are to be treated as strictly confidential. 
 

• Please confirm your acceptance of this appointment by signing and returning the enclosed 
duplicate copy of this letter. 
 
We welcome you to the family of Transcendence Human Resources Pvt Ltd and wishing you all the 
very best in your new job.  
 
Yours faithfully, 
 
 

      Authorized signatory. 

 
 
 
 
I, have read and understood the terms and conditions, accepts this appointment based on the 
same. 

 
 
 
 
 
 
 
 
 
 
 
 



 
Salary Annexure 

 
    TRANSCENDENCE HUMAN RESOURCES PRIVATE LIMITED 

    Salary Breakup 

  Monthly   Yearly 

Head Amount  Amount 

 
                                   Earnings 

 
  

Basic 14911 
 

178934 

HRA 9941 
 

119289 

Conveyance 3976 
 

47716 

Special Allowance 1325 
 

15905 

Statutory Bonus 1242 
 

14905 

Gross 31396 
 

376749 

                                   Deduction  
 

  

PF 1789 
 

21472 

ESIC 0 
 

0 

PT 200 
 

2500 

Insurance 0 
 

0 

Deductions 1989 
 

23872 

    
 

  

Net Take Home 29406 
 

352877 

Employer PF  1938 
 

23261 

Employer ESIC    
 

0 

CTC 33334   400010 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
      
 
 
 



 
 

ACCEPTANCE OF JOB OFFER LETTER 
 
I hereby agree that: 
 
I will not disclose, reveal to anyone outside the Company or use, other than for the purpose of carrying 
out my duties to the company, any information which I know or should know from my relationship with 
the company, or the context in which the information of or in any manner relating to the company, 
without first obtaining the express and specific written permission of the Company. 
 
I agree that the details of my remuneration to be confidential and shall not be discussed with other 
employees. 
 
After the termination of my employment with the company, I shall not (as an employee or in any other 
capacity) do or perform in connection with a business which competes with the company for a period of 
12 months from the last day of employment. 
 
In the event of premature resignation /termination before the initial contract period, I hereby agree that 
the company may recover all the prorated external expense as per the company policy. 
 
I acknowledge and agree that the company may get a background check conducted on me. 
I understand that the breach of non- disclosure or non-competition or non- solicitation obligation could 
cause substantial and irreparable damage to the business and competitive position of the company and 
the company shall have all rights to initiate appropriate legal action. 
 
I hereby confirm my acceptance of the job offer and all terms set out above  
 
 
Signature:____________________ 
 
Accepted:   
 
Date:- 



Offer: Computer Consultancy
Ref: TCSL/DT20218722163/Pune
Date: 29/01/2022

Mr. Yash Balu Surwase
At Post -Dadpur, Taluka-Mohol, District-Solapur,
Maruti Mandir,
Solapur-413253,
Maharashtra.
Tel# 91-9022435990

Dear Yash Balu Surwase,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 
You have successfully completed our initial selection process and we are pleased to make you 
an offer of employment. 

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Graduate Trainee in Grade YG. Your gross salary including all 
benefits will be `1,90,926/- per annum, as per the terms and conditions set out herein. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, this offer is liable to lapse at the discretion of TCS this offer will be 
automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course and you meeting the TCS eligibility criteria. 

You will also be issued a letter of appointment at the time of your joining after completing joining 
formalities as per company policy. Your offer is subject to a positive background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `7,950/- per month. 

1TCS Confidential

TCSL/DT20218722163



BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `3,180/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Personal Allowance
You will be eligible for a monthly personal allowance of of `0/- per month. This 
component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 

PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,500/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 
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This Pay shall be treated as productivity bonus in lieu of statutory profit bonus. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Loans
You will be eligible for loans, as per TCSL's loan policy. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
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from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 

RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

Gratuity
You will be entitled to gratuity as per the provisions of the Gratuity Act, 1972. 

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 50% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Training Period
You will be required to undergo class room and on the job training in the first twelve 
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months (including the TCS Xperience Program as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
program, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

3. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

4. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

5. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

6. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

7. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 
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8. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

9. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period mentioned below. 
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This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates. This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better. If you are deputed internationally for training, you will be required to 
sign an agreement to serve TCSL for a minimum period of 6 months on completion of 
training. 

12. Terms and Conditions
The above terms and conditions of employment are specific to your employment in India 
and there can be changes to the said terms and conditions in case of deputation on 
international assignments during the course of your employment. 

13. TATA Code of Conduct
You are required to sign the TATA Code of Conduct and follow the same in your 
day-to-day conduct as an associate of TCSL. 

14. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

15. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
TCSL) which needs to be verified by a registered medical practitioner having a minimum 
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qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

18. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

19. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format 
  provided by TCSL) stating :
  *There is no criminal offence registered/pending against you
  *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification.

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

20.  TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. The evaluation 
criteria which will be very transparent will be used as a basis for allocating people to 
projects/roles. We would request that the training be taken very seriously to enable you to 
add maximum value to your professional and personal growth. 

21. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

23. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

24. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as  recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g.  background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 Days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xperience Centres  
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=9qpZi88iFTFFx3x4qFq6Ux4U4T443qxU6x66Tb6TZFFZLLL8bULiT86TT66TbbLibbLiUT4U90p


GROSS SALARY SHEET Annexure 1

Name Yash Balu Surwase

Designation Graduate Trainee

Institute Name Solapur University - Solapur

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary         7,950        95,400

Bouquet Of Benefits #         4,343        52,110

2) Performance Pay

Monthly Performance Pay         1,500        18,000

3) Annual Components/Retirals

Health Insurance*** NA         4,000

Provident Fund           954        11,448

Gratuity           382         4,589

ESI Contribution##         5,379

Total of Annual Components & Retirals         1,336        20,037

TOTAL GROSS        15,129      1,90,926

# Refer to Table 2 for TCSL defined Structure. In case, you wish not to restructure your BoB, TCSL

defined Structure as given in Table 2 will be applicable.

##Contribution towards Employees' State Insurance borne by TCS.

*** For HIS - Note that Rs. 7900 if the employee is Single. If the employee is married or married with Children 

then Rs. 3,900/- per beneficiary needs to be added to the above mentioned amount.

Component Category Monthly Annual

House Rent Allowance         3,180        38,160

Leave Travel Assistance           663         7,950

Food Card           500         6,000

Personal Allowance             0             0

GROSS BOUQUET OF BENEFITS         4,343        52,110
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Mrunalini Yernal <mrunaliniyernal744@gmail.com>

Fwd: TCS Offer Letter
Jagtap Vivek <jagtapvs9832@gmail.com> Sun, Jan 30, 2022 at 11:08 AM
To: MrunaliniYernal mam <mrunaliniyernal744@gmail.com>

---------- Forwarded message ---------
From: TCS Recruitment - Entry Level <recruitment.entrylevel@tcs.com>
Date: Sat, Jan 29, 2022, 2:17 PM
Subject: TCS Offer Letter
To: <jagtapvs9832@gmail.com>

Dear Vivek Jagatap,

Congratulations! We are delighted to inform you that you have been successfully completed our initial selection process.
We are pleased to share the TCS Offer Letter with you.
 
Your Offer Letter is available to in your NextStep account.
 
Follow the instructions given below to accept your Offer Letter:

1. Connect to the internet and click on the link: https://nextstep.tcs.com.
2. Login to the system using your Login Credentials.
3. To accept the offer letter, click on Offer Letter.
4. Click on I Accept button to accept the offer
5. Once you accept the offer letter, you can download the same.

We will be in touch with you to keep you abreast of the latest happenings at TCS.
Looking forward to hearing from you soon!

For any query, please contact 1800-209-3111(toll free) / ilp.support@tcs.com

Warm Regards,
Talent Acquisition Group
TATA Consultancy Services

TCS NextStep (https://nextstep.tcs.com) can also be accessed from Android and iPhone.

=====-----=====-----=====
Notice: The information contained in this e-mail
message and/or attachments to it may contain
confidential or privileged information. If you are
not the intended recipient, any dissemination, use,
review, distribution, printing or copying of the
information contained in this e-mail message
and/or attachments to it are strictly prohibited. If
you have received this communication in error,
please notify us by reply e-mail or telephone and
immediately and permanently delete the message
and any attachments. Thank you

mailto:recruitment.entrylevel@tcs.com
mailto:jagtapvs9832@gmail.com
https://nextstep.tcs.com/
mailto:ilp.support@tcs.com
https://nextstep.tcs.com/
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Offer: Computer Consultancy
Ref: TCSL/DT20218981438/Pune
Date: 02/02/2022

Mr. Siddharth Subhash Randive
Buddha Nagar Kurul Tal Mohol Dist Solapur,
Near Ambabai Temple,
Solapur-413213,
Maharashtra.
Tel# 91-8379004090

Dear Siddharth Subhash Randive,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 
You have successfully completed our initial selection process and we are pleased to make you 
an offer of employment. 

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Graduate Trainee in Grade YG. Your gross salary including all 
benefits will be `1,90,926/- per annum, as per the terms and conditions set out herein. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, this offer is liable to lapse at the discretion of TCS this offer will be 
automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course and you meeting the TCS eligibility criteria. 

You will also be issued a letter of appointment at the time of your joining after completing joining 
formalities as per company policy. Your offer is subject to a positive background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `7,950/- per month. 
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BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `3,180/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Personal Allowance
You will be eligible for a monthly personal allowance of of `0/- per month. This 
component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 

PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,500/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 
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This Pay shall be treated as productivity bonus in lieu of statutory profit bonus. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Loans
You will be eligible for loans, as per TCSL's loan policy. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
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from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 

RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

Gratuity
You will be entitled to gratuity as per the provisions of the Gratuity Act, 1972. 

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 50% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Training Period
You will be required to undergo class room and on the job training in the first twelve 
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months (including the TCS Xperience Program as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
program, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

3. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

4. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

5. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

6. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

7. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 
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8. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

9. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period mentioned below. 
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This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates. This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better. If you are deputed internationally for training, you will be required to 
sign an agreement to serve TCSL for a minimum period of 6 months on completion of 
training. 

12. Terms and Conditions
The above terms and conditions of employment are specific to your employment in India 
and there can be changes to the said terms and conditions in case of deputation on 
international assignments during the course of your employment. 

13. TATA Code of Conduct
You are required to sign the TATA Code of Conduct and follow the same in your 
day-to-day conduct as an associate of TCSL. 

14. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

15. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
TCSL) which needs to be verified by a registered medical practitioner having a minimum 
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qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

18. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

19. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format 
  provided by TCSL) stating :
  *There is no criminal offence registered/pending against you
  *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification.

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

20.  TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. The evaluation 
criteria which will be very transparent will be used as a basis for allocating people to 
projects/roles. We would request that the training be taken very seriously to enable you to 
add maximum value to your professional and personal growth. 

21. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

23. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

24. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as  recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g.  background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 Days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xperience Centres  
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=b0Lix6x4xTx430xUU94Ux0x4LbL864668Z88bZLiU04U636669664b44pipF36xU8p8894pZ8p8


GROSS SALARY SHEET Annexure 1

Name Siddharth Subhash Randive

Designation Graduate Trainee

Institute Name Others

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary         7,950        95,400

Bouquet Of Benefits #         4,343        52,110

2) Performance Pay

Monthly Performance Pay         1,500        18,000

3) Annual Components/Retirals

Health Insurance*** NA         4,000

Provident Fund           954        11,448

Gratuity           382         4,589

ESI Contribution##         5,379

Total of Annual Components & Retirals         1,336        20,037

TOTAL GROSS        15,129      1,90,926

# Refer to Table 2 for TCSL defined Structure. In case, you wish not to restructure your BoB, TCSL

defined Structure as given in Table 2 will be applicable.

##Contribution towards Employees' State Insurance borne by TCS.

*** For HIS - Note that Rs. 7900 if the employee is Single. If the employee is married or married with Children 

then Rs. 3,900/- per beneficiary needs to be added to the above mentioned amount.

Component Category Monthly Annual

House Rent Allowance         3,180        38,160

Leave Travel Assistance           663         7,950

Food Card           500         6,000

Personal Allowance             0             0

GROSS BOUQUET OF BENEFITS         4,343        52,110
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20218810164/Pune
Date: 29/01/2022

Ms. Revati Yogesh Goyal
24,Navi Peth Solapur,
Goyal N Sons,
Solapur-413007,
Maharashtra.
Tel# 91-9850983072

Dear Revati Yogesh Goyal,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 
You have successfully completed our initial selection process and we are pleased to make you 
an offer of employment. 

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Graduate Trainee in Grade YG. Your gross salary including all 
benefits will be `1,90,926/- per annum, as per the terms and conditions set out herein. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, this offer is liable to lapse at the discretion of TCS this offer will be 
automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course and you meeting the TCS eligibility criteria. 

You will also be issued a letter of appointment at the time of your joining after completing joining 
formalities as per company policy. Your offer is subject to a positive background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `7,950/- per month. 
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BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `3,180/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Personal Allowance
You will be eligible for a monthly personal allowance of of `0/- per month. This 
component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 

PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,500/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 
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This Pay shall be treated as productivity bonus in lieu of statutory profit bonus. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Loans
You will be eligible for loans, as per TCSL's loan policy. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
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from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 

RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

Gratuity
You will be entitled to gratuity as per the provisions of the Gratuity Act, 1972. 

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 50% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Training Period
You will be required to undergo class room and on the job training in the first twelve 
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months (including the TCS Xperience Program as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
program, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

3. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

4. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

5. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

6. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

7. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 
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8. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

9. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period mentioned below. 
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This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates. This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better. If you are deputed internationally for training, you will be required to 
sign an agreement to serve TCSL for a minimum period of 6 months on completion of 
training. 

12. Terms and Conditions
The above terms and conditions of employment are specific to your employment in India 
and there can be changes to the said terms and conditions in case of deputation on 
international assignments during the course of your employment. 

13. TATA Code of Conduct
You are required to sign the TATA Code of Conduct and follow the same in your 
day-to-day conduct as an associate of TCSL. 

14. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

15. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
TCSL) which needs to be verified by a registered medical practitioner having a minimum 
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qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

18. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

19. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format 
  provided by TCSL) stating :
  *There is no criminal offence registered/pending against you
  *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification.

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

20.  TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. The evaluation 
criteria which will be very transparent will be used as a basis for allocating people to 
projects/roles. We would request that the training be taken very seriously to enable you to 
add maximum value to your professional and personal growth. 

21. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

23. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

24. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as  recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g.  background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 Days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 

11TCS Confidential

TCSL/DT20218810164

For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xperience Centres  
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=bULii08iLZL8L4L8pbpF49446T66Z8FZpZpFbxLi4044q6q6FiFFbiLiq8q636xU0xqT8388F3F


GROSS SALARY SHEET Annexure 1

Name Revati Yogesh Goyal

Designation Graduate Trainee

Institute Name Solapur University - Solapur

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary         7,950        95,400

Bouquet Of Benefits #         4,343        52,110

2) Performance Pay

Monthly Performance Pay         1,500        18,000

3) Annual Components/Retirals

Health Insurance*** NA         4,000

Provident Fund           954        11,448

Gratuity           382         4,589

ESI Contribution##         5,379

Total of Annual Components & Retirals         1,336        20,037

TOTAL GROSS        15,129      1,90,926

# Refer to Table 2 for TCSL defined Structure. In case, you wish not to restructure your BoB, TCSL

defined Structure as given in Table 2 will be applicable.

##Contribution towards Employees' State Insurance borne by TCS.

*** For HIS - Note that Rs. 7900 if the employee is Single. If the employee is married or married with Children 

then Rs. 3,900/- per beneficiary needs to be added to the above mentioned amount.

Component Category Monthly Annual

House Rent Allowance         3,180        38,160

Leave Travel Assistance           663         7,950

Food Card           500         6,000

Personal Allowance             0             0

GROSS BOUQUET OF BENEFITS         4,343        52,110
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Provisional Offer : BUSINESS PROCESS SERVICES
Ref: TCSL/DT20219241773/Pune/BPS/BTN
Date:07/04/2022

Dear Ms.  Bhagyashree Shashikant Fulari,

Sub: Letter of Provisional Offer and Terms of Employment.

Thank you for exploring opportunities with Tata Consultancy Services Limited(TCSL). You have 
successfully completed our initial selection process and we are pleased to make you a provisional 
offer of Traineeship. 

You have been selected for a twelve month traineeship program at grade BPOS. You will receive a 
fixed monthly stipend during your internship. Your stipend amount will be decided on the basis of 
joining location and the process in which you will get allocation. The same will be communicated to 
you along with the detailed offer letter. 

Kindly confirm your acceptance on the traineeship offered by signing Annexure 1. If not accepted 
within 30 days of receipt, this offer of traineeship is liable to lapse at the discretion of the Company. 

This is a provisional offer of traineeship and should not be construed as an Offer of Employment 
from TCSL. A detailed offer of traineeship will follow within 7 days from completion of all 
documentation formalities and your aforesaid acceptance on this provisional offer. The Offer of 
traineeship will be made to you provided this - opportunity continues to be available with TCSL. 

Your traineeship with TCS is subject to your being declared medically fit and retaining that fitness 
during the tenure in the company and your Background / Reference check being favourable and 
acceptable to the Company. 

On joining and successful completion of all Joining formalities including the back ground verification, 
you will be issued a Letter of Appointment by TCSL. 

Your appointment will be governed by the policies, rules, regulations, practices, processes and 
procedures of TCSL as applicable to you and the changes therein from time to time. 

1Private and Confidential

TCSL/DT20219241773



Please also note, TCS BPS provides company transport facility within a pre-defined radius for each 
location as defined in the company transport policy. Those living beyond these boundaries would be 
required to make their own arrangements to reach the nearest location convenient to them from 
where they can be picked up or dropped. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received & hereby accept the Provisional Letter of Traineeship Ref 
No TCSL/DT20219241773/Pune/BPS/BTN on ________________(DD/MMM/YYYY).

Signature:

Name:

Date:

https://nextstep.tcs.com/campus?displayPage=pol_verf&authKey=4x443UxU0LqT08qTFxFF3FxUT06TF9FFi08iL0L8Tx6T8i883bxUFqFF6q66T66Tp3pFU64U0pq


Offer: Computer Consultancy
Ref: TCSL/DT20218719513/Pune
Date: 29/01/2022

Ms. Sakshi Vikas Gaware
Shivaji Chouk,Jijau Nivas,Kurduwadi.,
Shivani Jwellers,
Kurduwadi-413208,
Maharashtra.
Tel# 91-8464889769

Dear Sakshi Vikas Gaware,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 
You have successfully completed our initial selection process and we are pleased to make you 
an offer of employment. 

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Graduate Trainee in Grade YG. Your gross salary including all 
benefits will be `1,90,926/- per annum, as per the terms and conditions set out herein. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, this offer is liable to lapse at the discretion of TCS this offer will be 
automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course and you meeting the TCS eligibility criteria. 

You will also be issued a letter of appointment at the time of your joining after completing joining 
formalities as per company policy. Your offer is subject to a positive background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `7,950/- per month. 
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BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `3,180/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Personal Allowance
You will be eligible for a monthly personal allowance of of `0/- per month. This 
component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 

PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,500/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 
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This Pay shall be treated as productivity bonus in lieu of statutory profit bonus. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Loans
You will be eligible for loans, as per TCSL's loan policy. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
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from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 

RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

Gratuity
You will be entitled to gratuity as per the provisions of the Gratuity Act, 1972. 

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 50% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Training Period
You will be required to undergo class room and on the job training in the first twelve 
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months (including the TCS Xperience Program as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
program, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

3. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

4. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

5. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

6. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

7. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 
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8. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

9. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period mentioned below. 
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This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates. This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better. If you are deputed internationally for training, you will be required to 
sign an agreement to serve TCSL for a minimum period of 6 months on completion of 
training. 

12. Terms and Conditions
The above terms and conditions of employment are specific to your employment in India 
and there can be changes to the said terms and conditions in case of deputation on 
international assignments during the course of your employment. 

13. TATA Code of Conduct
You are required to sign the TATA Code of Conduct and follow the same in your 
day-to-day conduct as an associate of TCSL. 

14. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

15. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
TCSL) which needs to be verified by a registered medical practitioner having a minimum 
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qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

18. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

19. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format 
  provided by TCSL) stating :
  *There is no criminal offence registered/pending against you
  *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification.

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

20.  TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. The evaluation 
criteria which will be very transparent will be used as a basis for allocating people to 
projects/roles. We would request that the training be taken very seriously to enable you to 
add maximum value to your professional and personal growth. 

21. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

23. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

24. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as  recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g.  background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 Days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xperience Centres  
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=L0L8xUx4TL6TZZFZbFLip0pFFFFFLFL8L0L8ZTFZii8iqTq6pipFZUFZLUL8T66TpipFTL6Tx8x


GROSS SALARY SHEET Annexure 1

Name Sakshi Vikas Gaware

Designation Graduate Trainee

Institute Name Solapur University - Solapur

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary         7,950        95,400

Bouquet Of Benefits #         4,343        52,110

2) Performance Pay

Monthly Performance Pay         1,500        18,000

3) Annual Components/Retirals

Health Insurance*** NA         4,000

Provident Fund           954        11,448

Gratuity           382         4,589

ESI Contribution##         5,379

Total of Annual Components & Retirals         1,336        20,037

TOTAL GROSS        15,129      1,90,926

# Refer to Table 2 for TCSL defined Structure. In case, you wish not to restructure your BoB, TCSL

defined Structure as given in Table 2 will be applicable.

##Contribution towards Employees' State Insurance borne by TCS.

*** For HIS - Note that Rs. 7900 if the employee is Single. If the employee is married or married with Children 

then Rs. 3,900/- per beneficiary needs to be added to the above mentioned amount.

Component Category Monthly Annual

House Rent Allowance         3,180        38,160

Leave Travel Assistance           663         7,950

Food Card           500         6,000

Personal Allowance             0             0

GROSS BOUQUET OF BENEFITS         4,343        52,110

12TCS Confidential

TCSL/DT20218719513



Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20218712047/Pune
Date: 29/01/2022

Ms. Pooja Pandurang Pathak
494/16/17,Madha Road Near Blood Bank, Jijau Nagar,KurduwadiMadha Road,
Near Blood Bank,
Kurduwadi-413208,
Maharashtra.
Tel# 91-9860655747

Dear Pooja Pandurang Pathak,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 
You have successfully completed our initial selection process and we are pleased to make you 
an offer of employment. 

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Graduate Trainee in Grade YG. Your gross salary including all 
benefits will be `1,90,926/- per annum, as per the terms and conditions set out herein. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, this offer is liable to lapse at the discretion of TCS this offer will be 
automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course and you meeting the TCS eligibility criteria. 

You will also be issued a letter of appointment at the time of your joining after completing joining 
formalities as per company policy. Your offer is subject to a positive background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `7,950/- per month. 
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BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `3,180/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Personal Allowance
You will be eligible for a monthly personal allowance of of `0/- per month. This 
component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 

PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,500/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 
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This Pay shall be treated as productivity bonus in lieu of statutory profit bonus. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Loans
You will be eligible for loans, as per TCSL's loan policy. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
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from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 

RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

Gratuity
You will be entitled to gratuity as per the provisions of the Gratuity Act, 1972. 

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 50% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Training Period
You will be required to undergo class room and on the job training in the first twelve 
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months (including the TCS Xperience Program as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
program, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

3. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

4. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

5. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

6. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

7. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 
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8. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

9. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period mentioned below. 
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This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates. This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better. If you are deputed internationally for training, you will be required to 
sign an agreement to serve TCSL for a minimum period of 6 months on completion of 
training. 

12. Terms and Conditions
The above terms and conditions of employment are specific to your employment in India 
and there can be changes to the said terms and conditions in case of deputation on 
international assignments during the course of your employment. 

13. TATA Code of Conduct
You are required to sign the TATA Code of Conduct and follow the same in your 
day-to-day conduct as an associate of TCSL. 

14. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

15. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
TCSL) which needs to be verified by a registered medical practitioner having a minimum 
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qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

18. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

19. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format 
  provided by TCSL) stating :
  *There is no criminal offence registered/pending against you
  *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification.

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

20.  TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. The evaluation 
criteria which will be very transparent will be used as a basis for allocating people to 
projects/roles. We would request that the training be taken very seriously to enable you to 
add maximum value to your professional and personal growth. 

21. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

23. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

24. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as  recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g.  background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 Days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 

11TCS Confidential

TCSL/DT20218712047

For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xperience Centres  
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=6L666U66UL4U3bxUb4Li30xU8L88iU8iU44U9ipZ0iqT6666LUL88Z88ZTFZxLx430xUFiFFU34


GROSS SALARY SHEET Annexure 1

Name Pooja Pandurang Pathak

Designation Graduate Trainee

Institute Name Solapur University - Solapur

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary         7,950        95,400

Bouquet Of Benefits #         4,343        52,110

2) Performance Pay

Monthly Performance Pay         1,500        18,000

3) Annual Components/Retirals

Health Insurance*** NA         4,000

Provident Fund           954        11,448

Gratuity           382         4,589

ESI Contribution##         5,379

Total of Annual Components & Retirals         1,336        20,037

TOTAL GROSS        15,129      1,90,926

# Refer to Table 2 for TCSL defined Structure. In case, you wish not to restructure your BoB, TCSL

defined Structure as given in Table 2 will be applicable.

##Contribution towards Employees' State Insurance borne by TCS.

*** For HIS - Note that Rs. 7900 if the employee is Single. If the employee is married or married with Children 

then Rs. 3,900/- per beneficiary needs to be added to the above mentioned amount.

Component Category Monthly Annual

House Rent Allowance         3,180        38,160

Leave Travel Assistance           663         7,950

Food Card           500         6,000

Personal Allowance             0             0

GROSS BOUQUET OF BENEFITS         4,343        52,110
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20218003528/Pune/BPS/BTN
Date: 15/03/2022

Ms. Vaishnavi Nandkumar Vijapure
55,
55,Vaishnavi Nagar Saiful Vijapur Road Solapur Solapur
Safuil
Solapur-413004
Maharashtra
Tel# -

Dear Ms. Vaishnavi Nandkumar Vijapure,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 11,250/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

i. Base Cover Premium: Towards Domiciliary and Base cover for self, spouse and up to three children is entirely 
borne by TCSL, provided these members are explicitly enrolled by you under the scheme. Additionally, if you wish 
to cover dependent parents/parents-in-law or remaining children, the applicable premium per insured person is to 
be borne by you. 

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), 1948 you are entitled to claim the benefits in 
the event of accidental injury resulting into death or disablement arising out of and in the course of employment, 
from Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of death / 
disablement arising out of and in the course of employment as per the benefits under the Company's Afterlife 
Benefit Policy / Personal accident insurance scheme, whichever is applicable. For more details on this, refer TCS 
India policy - Afterlife Benefits and TCS India policy - Health Insurance after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 

6. Alternative Occupation / Traineeship:
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During the period of your traineeship at TCSL, you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL. 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
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declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training programme 
forms a critical part of your traineeship and is an ongoing process. TCSL continues to make investment on training 
and development of its trainees. This will be of immense value to you and a large part of ownership and 
commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per TCSL 
policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 

In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
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TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in withdrawing 
this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the Traineeship 
and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on the date 
provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=F3FFT86TF4FFxpx4T36TLFL8xxx4b0LipppF93pZxFx43qxUZ3FZF4FFTT6TiL8iTL6TUq4U36x


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20218003528/Pune/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Provisional Offer : BUSINESS PROCESS SERVICES
Ref: TCSL/DT20219188162/Pune/BPS/BTN
Date:24/04/2022

Dear Mr.  Advit Prakash Rane,

Sub: Letter of Provisional Offer and Terms of Employment.

Thank you for exploring opportunities with Tata Consultancy Services Limited(TCSL). You have 
successfully completed our initial selection process and we are pleased to make you a provisional 
offer of Traineeship. 

You have been selected for a twelve month traineeship program at grade BPOS. You will receive a 
fixed monthly stipend during your internship. Your stipend amount will be decided on the basis of 
joining location and the process in which you will get allocation. The same will be communicated to 
you along with the detailed offer letter. 

Kindly confirm your acceptance on the traineeship offered by signing Annexure 1. If not accepted 
within 30 days of receipt, this offer of traineeship is liable to lapse at the discretion of the Company. 

This is a provisional offer of traineeship and should not be construed as an Offer of Employment 
from TCSL. A detailed offer of traineeship will follow within 7 days from completion of all 
documentation formalities and your aforesaid acceptance on this provisional offer. The Offer of 
traineeship will be made to you provided this - opportunity continues to be available with TCSL. 

Your traineeship with TCS is subject to your being declared medically fit and retaining that fitness 
during the tenure in the company and your Background / Reference check being favourable and 
acceptable to the Company. 

On joining and successful completion of all Joining formalities including the back ground verification, 
you will be issued a Letter of Appointment by TCSL. 

Your appointment will be governed by the policies, rules, regulations, practices, processes and 
procedures of TCSL as applicable to you and the changes therein from time to time. 
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Please also note, TCS BPS provides company transport facility within a pre-defined radius for each 
location as defined in the company transport policy. Those living beyond these boundaries would be 
required to make their own arrangements to reach the nearest location convenient to them from 
where they can be picked up or dropped. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received & hereby accept the Provisional Letter of Traineeship Ref 
No TCSL/DT20219188162/Pune/BPS/BTN on ________________(DD/MMM/YYYY).

Signature:

Name:

Date:

https://nextstep.tcs.com/campus?displayPage=pol_verf&authKey=U94UT46T8F886066LbL8q6q6bLLiZ8FZ69669ipZZTFZFqFF868893pZiT8iZbFZbFLiF3FFbpL


 

Date: 14-03-2022 
 
Name: Jahnavi Nareshkumar pillay 
Wing –A,Flat No 6036th Floor, 
Deshbhakt Harinarayan soni City,  
Solapur, VTC :Solapur,North, District-Solapur-State- Maharasta 
Pin-413001    
Contact No- 7559173565 
 
Dear Jahnavi, 

Offer Letter:  Senior Insurance Officer 
 
With reference to your interview with us, we are pleased to offer you the position Senior Insurance 
Officer- M12- Jr. Associate- S1. You will be on probation for a period of six months. Your 
confirmation in the service of the Company will be subject to your successfully completing your 
probation. 
 
1. Your Cost to Company has been enclosed in Annexure A. 
 
2. Your initial posting will be in Bancassurance, Solapur BO. However, the company reserves the right 

to utilise your services at any other place within or outside the country. 
 
3. This is a provisional offer. Your formal appointment and the issuance of the final Letter of 
Appointment is subject to the following conditions: 
a.  Actual production of Relieving letter or acceptance of resignation letter from your current employer. 
b. Actual production of documents and certificates regarding educational qualifications, work 
experience, remuneration, identity and references, personal data sheet.  
Please refer to the Annexure B for the list of documents. 
 
4. (i) Joining in the company is subject to generation of employee code. Submitting joining documents 
does not make you eligible as the employee of the company. Company upon receiving your joining 
documents will validate, post which the decision of hiring with the company is taken. The candidate 
will be deemed to have not joined the company unless his/her employee code is generated and 
communicated by the company. 
4. (ii) Candidate who has worked with Star Union Dai Ichi Life Insurance Co. Ltd. (SUD Life) earlier will 
be considered as rehiring instance. Please note that rehiring is subject to fulfilling certain specific 
criteria and approval of the Competent Authority. It is advised to bring it to the notice of the company 
in writing if you have worked with SUD Life earlier before acceptance of this offer. Any non-compliance 
to this effect will be considered as a case of non-disclosure of material facts influencing the decision 
with respect to hiring of the candidate. All such cases will be considered as violation of code of conduct 
of the company and his/her continuation in the company will be solely at the discretion of the 
company. 
 
5. Your offer and appointment is made basis the information furnished and representation made by 
you from time to time. The company and third party appointed by the company shall be entitled to 
conduct background verification and reference checks from all requisite sources to ascertain and 



 

establish the facts furnished by you. During verification, there may be certain documents/facts/proofs 
required to be produced from your side. In case, you are not able to produce the same within stipulated  
 
 
Time frame, the company reserves the right to put your salary on hold for such time till you submit the 
said documents. 
In case of negative background verification, the company reserves the right to terminate your services 
and take such further action as deemed necessary in the interest of the company. 
 
6. In such cases where you possess insurance agency code of another insurance company (ies), you are 
required to ensure that your code is deactivated and you submit the NOC from the concerned 
insurance company (ies) within 30 days of your joining SUD Life failing which SUD Life reserves the 
right to keep your salary on hold and take such action as deemed necessary which may also include 
termination of your services from SUD Life. 
 
7. In case of your resignation or termination from the services of SUD Life Insurance Co. Ltd for any 
reasons whatsoever, the admissibility or otherwise of payment of incentive/performance bonus and 
the quantum of such incentive/ performance bonus to be paid shall be at the sole discretion of the 
Management and no correspondence shall be entertained in this regard. 
 
Please acknowledge the receipt of this offer by returning this duplicate copy within 2 days from the 
date of this letter, duly signed and stating your date of joining which should not be later than 15-
March-2022. 
 
Yours faithfully, 
 
 
 
Authorized Signatory 

 
 
I, Jahnavi Nareshkumar pillay, have read the above terms and conditions and hereby accept the offer. 
 
 
Expected Date of Joining: ..................... Signature: .. .. . .. .. .. ... . 
 
 
 

 
 
 
 
 
 
 
 



 

 
MEDICAL FITNESS DECLARATION 

 
 
In pursuance of the offer of employment made to me by SUD Life Insurance, I, Jahnavi Nareshkumar 
pillay, declare that; 
 
1) I am medically fit to accept the offer of employment extended to me and fully understand that in 
the event of my being found medically unfit to discharge the responsibilities assigned to me, the 
company shall have the right to terminate my services forthwith. 
 
2) I suffer / have suffered from (mention if any): 
__________________________________________________________________________________ 
 
If required I agree to undergo the medical examination as decided by the company to satisfy itself of 
my medical fitness. The company's decision in this regard shall be final and binding. This is, however, 
without prejudice to the right of the company to terminate my services in future in case I am found 
medically unfit to discharge the responsibilities assigned to me. 
 
 
 
 
(Signature of the candidate) 
 
 
Date:                                            Place: 
 
 
Please refer to Annexure B for details of documents to be submitted prior to joining. 
 

 

 

 

 

 

 

 

 

 

 



 

Annexure B 
 

ATTACHMENT TO OFFER LETTER 
 
Please submit the following documents, as may be applicable to you, to the company prior to the 
date of joining.  
 
List of documents are as below  
Identity Details (all mandatory)  
1. Recent passport size colour photograph with white baground. 

2. Aadhar Card (If the Aadhar Card is not available, then the aadhar card application need to be 
uploaded) self-attested  

3. Address Proof (Passport / Driving License)  

4. PAN Card (In absence of PAN card, a copy of application with application no. of PAN card)self-
attested.  

5. Updated/Latest Resume  
 
Previous Employment Details  
1. Appointment Letter/ Offer Letter of current employer  

2. Resignation acceptance and Relieving letter of current employer  

3. Relieving letter from previous employer  

4. Any one from the below documents  
a. Form 16  

b. Payslip (Last 3 Months)  

c. Bank Statement (Last 3 Months)  
5. Latest Increment Letter  
 
Education Details (all mandatory)  
1. Last two highest qualification - Passing certificates  

2. Last two highest qualification - Mark sheets  
 
Other documents  
Scan copy of cancelled cheque (mandatory)  
After receiving the above documents, we will issue the hard copy of your Appointment letter on the 
date of joining.  
On joining you will also be required to furnish the following:  
1. PF Nomination Form  
2. Family dependent details  
3. Any other relevant information that may be required 
 
Once you join us immediately open salary account with partner banks. And inform your account no 
to HR at the earliest. 
 



Name Jahnavi Pillay Designation Senior Insurance Officer

Position Jr. Associate Department Bancassurance

State MAHARASHTRA Location & Region Solapur BO

Grade M12 Scale 1

Components Per Month Per Annum

Basic 5641 67691

HRA 2820 33846

Adhoc Allowance 4070 48845

Advance Bonus 3000 36000

Gratuity 3256

Fixed Pay 15532 189638

Conveyance Allowance 2000 24000 As per Company Policy

Mobile Allowance 1000 12000 As per Company Policy

(A) Total Fixed Pay 18532 225638

(B) Company Contribution to PF 1525 18304

(C) Company Contribution to ESIC 505 6057

Gross Total Fixed Pay,

GTFP (A+B+C)
20562 250000

As per the Payment of Gratuity Act

Company Contribution to ESIC as per ESIC Act

Annexure A
Employee Information

As per the Payment of Bonus Act ( This is paid on monthly basis)

30% of Total Fixed Pay

Refer to the details below

Remuneration Details
Remarks

50% of Basic

Flexi Component Details Maximum Allowable Annual Limit Remarks

Company Car Scheme (Only applicable from M06 and above)

Company Contribution to Provident Fund as per Provident Fund Act

Note: Advance Bonus component shown above would be paid as part of the monthly salary.

Driver Reimbursement - Co. Car Scheme

Fuel Reimbursement - Co. Car Scheme As per your grade eligibilty

Maximum up to 12.5% of Basic

-

-

-

Eligible for all grades. This can be opted for up to 12.5%  of Basic salary. LTA 

amount will be a part of reimbursable benefits and paid off with the salary after 

the employee submits proof of travel etc. in the format and in accordance with 

the Income Tax rule.

LTA

NPS Maximum up to 10% of Basic Eligible for all grades. This as per the NPS rules

Benefits Scheme Sum Insured Remarks

Group Personal Accident Policy Benefit 2000000 As per company Policy. This is borne by company

Group Term Life Policy Benefit 2000000 Coverage as per company's policy

Group Mediclaim Policy Benefit 200000
As per company Policy. For self, spouse & 2 children  premium is borne by 

company.



























PSPL/2022/OF/*2170/Sales Executive

February 24, 2022
Samath Nikhil Langote
Solapur

Dear Samath Nikhil Langote,

Sub: Provisional Offer letter (hereinafter "Offer Letter") for the position of Sales Executive.

Kindly refer to your job application with Paytm Services Private Limited, we are happy to offer you the position of
Sales Executive in Grade-SG01A in our Company on the following terms and conditions:

1. Your Total Fixed CTC is Rs. 187109/- per annum (encl. annexure A.) This is the total cost to Company and all
necessary taxes will be deducted at source along with all statutory deductions. If you are covered under the
Provident Fund Scheme, then the employer contribution to the provident fund shall be met out of the above said
salary.

2. Performance Linked Incentive (PLI) is completely based on performance and target achieved by employee's
and basis company's requirement, reimbursement can also be provided to you. These are awards which may be
withdrawn anytime upon company's discretion.

3. You will be governed by the Company's Personnel Policy, Code of Conduct, Non-Disclosure Agreement and all
other Company policies as applicable to you from time to time.

4. You will be expected to join duty on February 26, 2022 the Business hours begins from 9.30 A.M. onwards.
You are requested to meet Vinod Ganpat Rathod, Contact No. 9673294983 for your joining formalities. In case of
any further issues, escalation, support or feedback, please write to Distribution.Helpdesk@paytm.com, our team will
reach out to you on priority.
5. You shall be initially deputed at Solapur. The Company may at its sole discretion, change your job role & job
location intimating to you in advance based on business requirement.

6. The company observes a 6 day work week and you should inform your non availability in advance. Any
absence for consecutive 3 days without prior approval will be treated as un-authorized absence from the work and
Company has the right to terminate your engagement and take necessary legal action against you.

7. During your period of engagement with the Company, we do not allow any direct or indirect association by you
with any other company/person/entity whatsoever, such as agent, consultant and other business association under
Dual employment policy and code of conduct. In case of any breach company has right to take disciplinary action
including legal/police action.

8. The Company does not promote and hire relatives in the Company, members of a personal immediate family
(defined as parents, children, spouse and siblings and other relatives) however such cases can be considered as
case to case basis at times with certain condition and prior approval.

9. In additions to the terms contained herein, your relationship with Paytm Services may be subject to such other
additional terms and condition as may be communicated to you time to time by Paytm Services.

Distribution.Helpdesk@paytm.com


10. This offer is subject to successful clearance of your background check which Company may do pre or post your
joining and in case of any negative report the Company may take any necessary action which may also lead to
termination.

11. This is a fixed term employment agreement between you and the Company. This one year employment
agreement may be considered for an extension at the sole discretion of the Company.

12.  A detailed brief on KRAs and scope of work will be given to you on joining.

13. You shall be on probation for a period of six (6) months. During this period, your performance shall be subject
to review. In case your performance is not considered satisfactory, the probation could be extended for such
duration as determined by the management. During or at the end of the probation period, management shall have
the right to dispense with your services without any notice or assigning any reason thereof and without paying any
compensation or separation benefits thereof.

14. Notwithstanding any of the clauses of this letter, the management reserves the right to terminate this
engagement without giving any notice or assigning any reasons whatsoever during your probation period. You will
be at liberty to resign from the services during probation period after giving 15 Days' notice in writing or subject to
written approval from HR department on payment of equivalent salary. After confirmation in writing / successful
completion of your probation period, management reserves the right to terminate this engagement after giving you 1
month notice or salary in lieu thereof without assigning any reason thereof. Similarly, you will be at liberty to resign
from the services after giving 1 month notice in writing or subject to written approval from HR department on
payment of equivalent salary to the organization in lieu thereof for the un-expired period of notice. During your
notice period you shall not take any leave whether due to you or not without prior sanction. Any request for relieving
from work before completion of notice period, would be subject to availability of alternate resource for taking proper
handover of the work from you. Any unprofessional behavior or lackadaisical attitude during notice period will result
in termination of your services.

15. Notwithstanding the preceding clause, your engagement may be terminated 'for cause' at any time without any
notice. For the purpose of this agreement termination 'for cause' includes, but is not limited to, any of the following:
(i) theft (ii) falsification of time or other employment records (iii) dishonest act(s) (iv) negligence (v) incompetence (vi)
insubordination (vii) failure of follow work rules and policies (viii) excessive absenteeism or tardiness (ix) disloyalty
(x) lack of clients, work or business.

16. A detailed engagement letter will be issued to you on your joining and your terms of the engagement with the
Company shall be detailed out in such engagement letter.

17. Please confirm your acceptance of this Offer Letter by email within the next two working days, failing which this
offer will automatically stand withdrawn.

18. Within three days of accepting our offer you are required to send us the copy of your resignation letter duly
accepted by your current organization failing which company reserves its right to withdraw this offer letter. This letter
has been issued to you on the understanding that there is nothing in your past record which should have prevented
our Company to offer you this employment contract. If, however, it is found that your past record is objectionable or
if you have willfully suppressed any material, information or if any declaration given by you to the Company is false,
in such a case, then this Offer Letter may be withdrawn by the Company without any notice or compensation in lieu
thereof.



19. You are requested to carry the following documents in original at the time of joining for verification and a copy
of the same for submission.

a. High School and Senior Secondary Certificates and Mark sheets
b. Graduation / Post Graduation certificate(s) along with mark sheets
c. Experience certificate and salary slip from last employer.
d. Blood Group.
e. Relieving certificate from last employer.
f. 3 Passport Size Photographs.
g. Form 16 from last employer.
h. Photo Identity Proof.
i. PAN Number.
j. Aadhaar Card

20. Your employment and salary processing is subject to timely submission, validation and completion of joining
forms / documents / proofs and background verification clearance.

21. We as a Company do not charge any fee/amount for hiring and also do not ask any agency engaged by us for
the same.

22. Without Prejudice, please note that the Company reserves its right to withdraw this offer made to you before
receipt of your acceptance of the same, without providing any reason to you.

23. It is your responsibility to communicate in writing to Company about any changes in your following mode of
communications, as and when required.
a. Contact Number/Mobile Number.
b. Residential Address.
c. Personal E-mail ID

24. The courts at New Delhi shall have sole and exclusive jurisdiction over any disputes arising under this Offer
Letter.

Your employment agreement at Paytm Services will be subject to ratification of the above.

We look forward to welcoming you aboard the Paytm Services team.

Best regards,

Kirti Sharma
Human Resources
Paytm Services Private Limited



Annexure A

CTC Structure

Salary Components Monthly (Rs.) Yearly (Rs.)

Basic

House Rent Allowance

Special Allowance

Statutory Bonus

Gross Salary

PF (Employer)

ESIC (Employer)

Medical Insurance Premium

    10100    121200

     1058     12694

        0         0

     2300     27600

    13458    161494

     1488     17856

      437      5249

      209      2508

Monthly CTC     15592    187109

Variable

Performance Linked Incentive (PLI)*     12000    144000

Total Salary (Gross CTC)     27592    331109

'* Medical Insurance premium rate is subject to change
'* Employee contribution for PF & ESIC shall also be deducted from your Gross salary only
'* Performance Linked Incentive (PLI): PLI will be subject to the sales target Vs achievement by
employee's. This will be paid on monthly basis.
'* FairDay Attendance will be applicable as per policy.



PSPL/2022/OF/*2783/Sales Executive

February 26, 2022
Onkar Balaji Charate
Solapur

Dear Onkar Balaji Charate,

Sub: Provisional Offer letter (hereinafter "Offer Letter") for the position of Sales Executive.

Kindly refer to your job application with Paytm Services Private Limited, we are happy to offer you the position of
Sales Executive in Grade-SG01A in our Company on the following terms and conditions:

1. Your Total Fixed CTC is Rs. 187109/- per annum (encl. annexure A.) This is the total cost to Company and all
necessary taxes will be deducted at source along with all statutory deductions. If you are covered under the
Provident Fund Scheme, then the employer contribution to the provident fund shall be met out of the above said
salary.

2. Performance Linked Incentive (PLI) is completely based on performance and target achieved by employee's
and basis company's requirement, reimbursement can also be provided to you. These are awards which may be
withdrawn anytime upon company's discretion.

3. You will be governed by the Company's Personnel Policy, Code of Conduct, Non-Disclosure Agreement and all
other Company policies as applicable to you from time to time.

4. You will be expected to join duty on February 28, 2022 the Business hours begins from 9.30 A.M. onwards.
You are requested to meet Pritam Pravin Bhasme, Contact No. 8208923951 for your joining formalities. In case of
any further issues, escalation, support or feedback, please write to Distribution.Helpdesk@paytm.com, our team will
reach out to you on priority.
5. You shall be initially deputed at Solapur. The Company may at its sole discretion, change your job role & job
location intimating to you in advance based on business requirement.

6. The company observes a 6 day work week and you should inform your non availability in advance. Any
absence for consecutive 3 days without prior approval will be treated as un-authorized absence from the work and
Company has the right to terminate your engagement and take necessary legal action against you.

7. During your period of engagement with the Company, we do not allow any direct or indirect association by you
with any other company/person/entity whatsoever, such as agent, consultant and other business association under
Dual employment policy and code of conduct. In case of any breach company has right to take disciplinary action
including legal/police action.

8. The Company does not promote and hire relatives in the Company, members of a personal immediate family
(defined as parents, children, spouse and siblings and other relatives) however such cases can be considered as
case to case basis at times with certain condition and prior approval.

9. In additions to the terms contained herein, your relationship with Paytm Services may be subject to such other
additional terms and condition as may be communicated to you time to time by Paytm Services.

Distribution.Helpdesk@paytm.com


10. This offer is subject to successful clearance of your background check which Company may do pre or post your
joining and in case of any negative report the Company may take any necessary action which may also lead to
termination.

11. This is a fixed term employment agreement between you and the Company. This one year employment
agreement may be considered for an extension at the sole discretion of the Company.

12.  A detailed brief on KRAs and scope of work will be given to you on joining.

13. You shall be on probation for a period of six (6) months. During this period, your performance shall be subject
to review. In case your performance is not considered satisfactory, the probation could be extended for such
duration as determined by the management. During or at the end of the probation period, management shall have
the right to dispense with your services without any notice or assigning any reason thereof and without paying any
compensation or separation benefits thereof.

14. Notwithstanding any of the clauses of this letter, the management reserves the right to terminate this
engagement without giving any notice or assigning any reasons whatsoever during your probation period. You will
be at liberty to resign from the services during probation period after giving 15 Days' notice in writing or subject to
written approval from HR department on payment of equivalent salary. After confirmation in writing / successful
completion of your probation period, management reserves the right to terminate this engagement after giving you 1
month notice or salary in lieu thereof without assigning any reason thereof. Similarly, you will be at liberty to resign
from the services after giving 1 month notice in writing or subject to written approval from HR department on
payment of equivalent salary to the organization in lieu thereof for the un-expired period of notice. During your
notice period you shall not take any leave whether due to you or not without prior sanction. Any request for relieving
from work before completion of notice period, would be subject to availability of alternate resource for taking proper
handover of the work from you. Any unprofessional behavior or lackadaisical attitude during notice period will result
in termination of your services.

15. Notwithstanding the preceding clause, your engagement may be terminated 'for cause' at any time without any
notice. For the purpose of this agreement termination 'for cause' includes, but is not limited to, any of the following:
(i) theft (ii) falsification of time or other employment records (iii) dishonest act(s) (iv) negligence (v) incompetence (vi)
insubordination (vii) failure of follow work rules and policies (viii) excessive absenteeism or tardiness (ix) disloyalty
(x) lack of clients, work or business.

16. A detailed engagement letter will be issued to you on your joining and your terms of the engagement with the
Company shall be detailed out in such engagement letter.

17. Please confirm your acceptance of this Offer Letter by email within the next two working days, failing which this
offer will automatically stand withdrawn.

18. Within three days of accepting our offer you are required to send us the copy of your resignation letter duly
accepted by your current organization failing which company reserves its right to withdraw this offer letter. This letter
has been issued to you on the understanding that there is nothing in your past record which should have prevented
our Company to offer you this employment contract. If, however, it is found that your past record is objectionable or
if you have willfully suppressed any material, information or if any declaration given by you to the Company is false,
in such a case, then this Offer Letter may be withdrawn by the Company without any notice or compensation in lieu
thereof.



19. You are requested to carry the following documents in original at the time of joining for verification and a copy
of the same for submission.

a. High School and Senior Secondary Certificates and Mark sheets
b. Graduation / Post Graduation certificate(s) along with mark sheets
c. Experience certificate and salary slip from last employer.
d. Blood Group.
e. Relieving certificate from last employer.
f. 3 Passport Size Photographs.
g. Form 16 from last employer.
h. Photo Identity Proof.
i. PAN Number.
j. Aadhaar Card

20. Your employment and salary processing is subject to timely submission, validation and completion of joining
forms / documents / proofs and background verification clearance.

21. We as a Company do not charge any fee/amount for hiring and also do not ask any agency engaged by us for
the same.

22. Without Prejudice, please note that the Company reserves its right to withdraw this offer made to you before
receipt of your acceptance of the same, without providing any reason to you.

23. It is your responsibility to communicate in writing to Company about any changes in your following mode of
communications, as and when required.
a. Contact Number/Mobile Number.
b. Residential Address.
c. Personal E-mail ID

24. The courts at New Delhi shall have sole and exclusive jurisdiction over any disputes arising under this Offer
Letter.

Your employment agreement at Paytm Services will be subject to ratification of the above.

We look forward to welcoming you aboard the Paytm Services team.

Best regards,

Kirti Sharma
Human Resources
Paytm Services Private Limited



Annexure A

CTC Structure

Salary Components Monthly (Rs.) Yearly (Rs.)

Basic

House Rent Allowance

Special Allowance

Statutory Bonus

Gross Salary

PF (Employer)

ESIC (Employer)

Medical Insurance Premium

    10100    121200

     1058     12694

        0         0

     2300     27600

    13458    161494

     1488     17856

      437      5249

      209      2508

Monthly CTC     15592    187109

Variable

Performance Linked Incentive (PLI)*     12000    144000

Total Salary (Gross CTC)     27592    331109

'* Medical Insurance premium rate is subject to change
'* Employee contribution for PF & ESIC shall also be deducted from your Gross salary only
'* Performance Linked Incentive (PLI): PLI will be subject to the sales target Vs achievement by
employee's. This will be paid on monthly basis.
'* FairDay Attendance will be applicable as per policy.



10-Jan-2022

Aaquib Shaikh
INDIA

Dear Aaquib Shaikh,

1. This has reference to the selection process for apprenticeship opportunity at Mindtree.

2. We take pleasure in informing you that you have been selected as an apprentice in Mindtree.

3. You shall initially undergo Orchard Learning Programme conducted by Mindtree, which helps you to transition
to the corporate world of technology solutions.

4. You will also be required to enroll for the Mindtree sponsored M-Tech Program by Birla Institute of
Technology & Science, Pilani.

5. Mindtree has training centers in Bangalore, Hyderabad, Chennai, Pune, Noida and Kolkata. Based on the
preference expressed by you during the selection process, you shall initially undergo training at Mindtree training
center in Pune (Orchard Learning Programme), which helps you to transition to the corporate world of technology
solutions. The details of the programme and the specific address of the training location in Pune will be provided
separately closer towards the joining date. Mindtree reserves the right to change the training campus location based
on business needs prior to or during your training period.

6. The period of Orchard Learning Programme is about 90 days and on successful completion of the programme,
you shall be deployed at a location as per the business requirement of Mindtree. However, the exact duration and
nature (either virtual or in-person) of the training program may vary based on the track and specific requirements.
Exact duration and nature of the training shall be communicated upon joining and allocation into a technology
track.

7. The terms and conditions of your apprenticeship are set out in Annexure 1 below. This apprentice offer letter
along with the terms and conditions constitute the entire agreement in relation to your apprenticeship with
Mindtree.

8. You shall arrange to produce the following documents at the time of reporting for training or such other time
prior to your date of joining, as may be required by Mindtree, for the purpose of completing the joining
formalities:

- 10th, 12th and graduation (all semesters) mark sheets originals; 
- Degree completion/provisional certificate originals;
- Pan card original;
- Aadhaar card original; and
- Voter ID / Driving license original.
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If the above terms and conditions are acceptable, you may confirm your acceptance by digitally signing this
apprentice offer within 5 days from the date of receipt of this mail and offer document.

If you have any questions or need any clarification, please do not hesitate to contact us at
Campus.Offers@mindtree.com.

Thank you, 
For Mindtree Limited

Rosalee M Kombial
Vice President-People Function
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Annexure 1:- Apprenticeship Terms and conditions

1. TERMS & CONDITIONS

This offer along with its Exhibits relating to intellectual property protection and non-compete agreement
annexed hereto at Exhibit 1 and Appendix's contains broad terms and conditions of service governing
your apprenticeship. You are also bound by the terms in the attached Exhibits, the additional documents
you execute upon joining Mindtree and other terms and conditions communicated to you from time to
time including but not limited to Mindtree's Policies, rules, regulations and Code Of Conduct ("Policies").
You are requested to contact the People Function Representative for any clarifications on Policies, which
are applicable to you and also refer the Mindtree intranet portal for Policies and updates.

Your apprenticeship is offered with a clear understanding that your apprenticeship is on a whole-time
basis and that you will not undertake any other part time/full-time work, without the prior written consent
of the Company. Other than the compensation mentioned herein, no additional payments will be due to
you. We expect you to keep the compensation details confidential at all times.

2. TRANSFER

You could be transferred at Company's discretion to any of other offices/branches/subsidiaries/affiliates/
holding company/department in India or outside India, should the need arise including client location on
whose projects you have been deployed. You will abide by the Company's Policies as may be in effect
from time to time with respect to your role, function, grade or location where you work in. In case you
are deputed to a client location, you shall abide by the client policies applicable to you so that you do
not commit any breach which adversely impacts Mindtree.

3. RETIREMENT

Subject to your physical fitness, mental fitness, compliance with our Policies and any other rules of the
Company established from time to time and performance of your role, you shall retire on the last day of
the month of your fifty eighth birthday unless an earlier date is decided mutually or under a change in
laws applicable to you. For the purpose of age calculation, the date of birth as declared in the Mindtree
application form will be treated as final. 

4. INTELLECTUAL PROPERTY RIGHTS

If you, by virtue of your apprenticeship, conceive any new or advanced methods of improving
process/formulae/systems in relation to the operation of the Company or create documents, reports or any
other material capable of intellectual property protection, those, will be fully communicated to the
Company and will remain sole right/property of the Company. Additional terms and conditions related to
intellectual property and non-compete are contained in the Exhibit 1 which you should carefully read and
abide by.

5. CODE OF CONDUCT AND OTHER REFERENCES

An essential condition of your apprenticeship is to abide by the Mindtree Policies and all other rules
notified from time to time. We recommend that you refer the Mindtree intranet and other available
resources from time to time and keep in mind the terms and conditions of the Exhibits, the Mindtree 
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Policies and other documents that you sign upon joining Mindtree. Any breach of Code of Conduct or
any Mindtree Policies may result in termination of your services for breach without notice or
compensation.

6. TAX IMPLICATIONS

You are solely responsible for declarations and implications arising thereof for all personal income tax
purposes.  Mindtree shall make deductions of tax as required by law. Any false declarations in respect of
financial disclosures shall be a cause for termination at Mindtree's discretion.

7. BACKGROUND CHECK & REFERENCES

We would be conducting a background and reference check on your educational details upon consent.

Your apprenticeship with us and your continuation in service is contingent upon our obtaining a
satisfactory report on the background check conducted by our approved agency which you have mentioned
in your application

If any of the information provided by you is found to be inaccurate now or later, or if you suppress any
material information, Mindtree at its sole discretion can take necessary action including but not limited to
termination of your apprenticeship with or without notice or compensation. In certain client projects, our
clients may request additional checks which you shall comply with.

In securing this offer, you have represented that you have certain educational qualifications. Hence We
understand that you shall provide proofs of such qualifications which We find satisfactory when asked by
us or our background check agencies.

In the event of non-cooperation with the background check process, including but not limited to
non-submission of requested documents and lack of response to calls and/or mails, Mindtree may, at its
sole discretion, choose to terminate the apprenticeship contract between Mindtree and you with or without
notice or compensation.

8. ORCHARD LEARNING PROGRAM AND M-TECH PROGRAM

On joining as an apprentice, you will be part of our Orchard Learning Program. The Orchard Learning
Program will consist of new age methods that enable you with real world problem solving capabilities.
Orchard Learning Program spans for about 90 calendar days. However, the duration could be shortened
or extended based on the business requirements and an individual's readiness for working on projects as
determined by Mindtree.

The Orchard Learning Program is intensive and fast paced, requiring your focus and hard work, to learn
effectively and demonstrate capabilities expected by Mindtree. You are required to ensure your 100%
availability and undivided attention during the tenure of the program.

You will be continuously assessed and given feedback by experts throughout the learning program. You
will be provided opportunities to demonstrate the acquired capabilities on skills such as Communication,
design, programming, problem solving, presentation and professionalism on engineering, business and
social projects. You must clear a set of mandatory capabilities, as the qualifying criteria, for successful
completion of Orchard Learning Program. The details of qualifying criteria will be communicated to you
through a separate Learning Advisory Document  which will be provided to you after you join.
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Your continued apprenticeship with Mindtree is subject to your meeting the qualifying criteria during and
at the end of the Orchard Learning Program. If you do not meet the qualifying criteria, you will be
asked to leave the services with no further assurances, risk or liability of Mindtree. Unless otherwise
confirmed in writing, you will be deemed to be under the Orchard Learning Program.

As you have been informed, you have been selected to enroll in the four (4) year M-Tech Program
provided by Birla Institute of Technology & Science, Pilani. The said M-Tech Program is being sponsored
by Mindtree and therefore you are required to ensure that you complete the course on time and with the
utmost dedication. In the event you are unable to complete the program for reasons solely attributable to
you or if you leave Mindtree, Mindtree will be entitled to recover from you an amount equal to INR
75,000 (Rupees Seventy Five Thousand).

You also agree that in the event you are unable to complete any semester of the M-Tech Program for
reasons solely attributable to you as per the timelines prescribed in the M-Tech Program, Mindtree will
not be obligated to pay your fees for the next semester and in the event you wish to continue the
M-Tech Program, you will be required to incur any extra costs for completing the semester and you will
also be required to pay the fees for the next semester.

9. PERSONAL DATA

For the purposes of your apprenticeship, We need to collect, hold, process and transfer your Personal
Data about you (such as your name, date of birth, education, contact information, PAN, Aadhar number
etc.) as it is necessary for the administration, management and performance of your apprenticeship
contract. We shall provide you a Privacy Notice upon acceptance of this offer to make you aware of
what personal data We collect, how We use it and how We protect it during the course of your
apprenticeship.

10. COMPENSATION AND BENEFITS

During the apprenticeship period, you will be paid a stipend as detailed in Appendix 1. All payouts will
be on the last working day of the month, unless otherwise mentioned. Any payment will be after
deduction of applicable taxes prevailing at the time of payout. You will be covered under insurance from
the date of joining, as detailed in Appendix 1.

11. VACATION AND LEAVE

No leaves are allowed during the Orchard Learning Program except the statutory holidays and other
Mindtree holidays applicable to the Orchard Learning Program candidates in general.

12. TERMINATION

a) Termination for cause

Your apprenticeship with Mindtree will be terminated without any notice or stipend or compensation
in lieu of notice in the below circumstances which you agree are reasonable and acceptable:

- Failing to meet the qualification criteria during the Orchard Learning Program
assessment
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- Unauthorized absence during the Orchard Learning Program
- Non-compliance to Mindtree integrity policy and other disciplinary expectations
- Non-compliance with the M-Tech course requirements or code of conduct violation in

BITS Pilani.

Examples of acts which cause termination on disciplinary grounds are employing unfair means during
assessments, submitting fake bills for any reimbursements, submitting fake medical certificates, 
submitting fake documents, misuse of access cards, not being available in office without prior
intimations and for unreasonable durations, not clearing background verification checks, misuse of
Company assets, violation of Company policies & Code of Conduct, indulging in acts of sexual
harassment, persistent irregularity in attending the learning sessions without valid reasons, being
absent for assessments without prior permission, becoming insolvent, absconding etc. This list is only
indicative and not comprehensive.

If Mindtree terminates your apprenticeship, for reasons other than your performance (meeting the
qualifying criteria during and at the end of the Orchard Learning Program) and disciplinary grounds,
you will be terminated from your apprenticeship with immediate effect and return Mindtree assets
immediately.

b) Termination for convenience

If you wish to terminate your apprenticeship during apprenticeship period, you will be required to
notify your resignation in writing by giving atleast 3 months advance notice. On acceptance of your
resignation, you will be intimated about your relieving date and you are expected to comply with all
separation procedures and return of the Mindtree assets, within two working days.

Common guidelines to be complied with, on termination for any reason

a) On termination of your apprenticeship for any reason, you shall comply with Mindtree's
separation procedures, sign all required documents and return all Mindtree assets with you. Mindtree
will not be bound to pay the final dues, if any, till you have completed all the separation procedures
and returned all the payments that Mindtree may have due from you under any loans, liens, or
borrowings you may have made.

b) If there is any failure to comply with the separation procedures within a reasonable time
frame, then it may be handled as termination on disciplinary grounds based on assessment of the
circumstances.

c) Mindtree, at its sole discretion, may extend the time frame of notice period for compliance.

d) In the event of your termination of apprenticeship for any reason prior to completion of the
M-Tech Program you will be required as mentioned in Clause 8 to repay an amount equal to INR
75,000 (Rupees Seventy Five Thousand).

13. OTHER AGREEMENTS

You may be required to sign necessary agreements with Mindtree and its clients as required and complete
various formalities as per those agreements at the time of joining and during the tenure with the
Company. You may also be required to sign other agreements with the Company, as the Company may 
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decide from time to time, in order to secure the interests of the Company and also to ensure your
performance and adherence to all terms, conditions, rules and regulations of the Company.

14. REIMBURSEMENT OF TRAVEL EXPENSE FOR JOINING MINDTREE

Expenses incurred by you for joining at a Mindtree location will be borne by you and will not be
reimbursed by Mindtree. This clause is not applicable in case the program is to be conducted virtually
throughout.

15. PERSONAL SAFETY AND CONDUCT

You understand during your training and employment with Mindtree, you shall be responsible for your
conduct and personal safety. You shall indemnify Mindtree, its directors and employees from any claims,
legal or financial arising out of your own actions or omissions or indulging in activities that endanger
your personal safety and release Mindtree of all liabilities to you or your family arising from your acts
or omissions.
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Appendix 1

Stipend Details

The monthly stipend payable to you in the first year of service will be equal to INR 15,750 . This will
be excluding the corporate insurance cover, the cost of which will be borne by Mindtree.

Particulars Amount

Stipend 15,750.00 

Insurance 550.00 

Total Monthly Gross 16,300.00 

Annual Cost to Company 195,600.00 
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Exhibit 1 -  INTELLECTUAL PROPERTY PROTECTION AND NON-COMPETE AGREEMENT

THIS AGREEMENT FOR INTELLECTUAL PROPERTY PROTECTION AND NON-COMPETE is
executed between Mindtree Limited, incorporated under the Indian Companies Act 1956 with its registered
office at Mindtree Ltd., West Campus, Global Village, RVCE Post, Mysore Road, Bangalore-560059,
hereafter referred to as "Mindtree" and Aaquib Shaikh hereinafter "You" upon acceptance of the
apprenticeship offer and joining Mindtree in an apprenticeship status under the Apprenticeship Contract.

Your apprenticeship commences on the date of joining Mindtree as mentioned in the Joining Report you
sign. This Agreement is deemed effective from such joining date.

You understand that Mindtree has developed and uses commercially valuable information including but not
limited to technical, non-technical and other information in the various existing and projected areas of our
business. To protect our legitimate interests, it is necessary to protect certain information (1) as
confidential and trade secret and/or (2) by intellectual property rights such as patent, copyright, and/or
other means of protection available under the laws (Information).

You may become acquainted and deal with such Information and may contribute to such information
during your apprenticeship. Hence to protect such valuable information, in consideration of the stipend
Mindtree provides to You, You hereby accept the terms and conditions below:

1. DEFINITIONS

As used in this Agreement, the terms have the below definitions and as defined in the Offer Letter
above:
a) "Cause for termination." "Cause" shall be defined to mean any reason or rationale for which
Mindtree in its sole discretion and reasonably discretion deems it necessary to terminate, dismiss or
suspend your services. Causes for dismissal include but not be limited to: Misconduct or negligence in the
performance of, or persistent failure to perform your duties as an apprentice; Commission of an act of
dishonesty, disloyalty of fraud in connection with your apprenticeship; Drug or alcohol use, or being
under the influence of same, during working hours or on duty of Mindtree, conviction of, or plea of nolo
contendere in, a crime, whether or not related to your apprenticeship; Breach of the provisions of this
Agreement, conditions of the offer letter set out above (Offer Letter), Code of Conduct procedures or
breach of  Mindtree or applicable client policies, commission or omission of any act which is detrimental
to reputation of the Company.

b) "Client" shall mean such entities which are engaged or in the process of or have the prospect of
entering into a business relationship with Mindtree or its affiliates or subsidiaries.

c) "Compensation" means all payments and benefits provided to You by Mindtree during your
apprenticeship, including, but not limited to, those set forth in the Offer Letter which shall be sufficient
for and be deemed to be part of consideration for this Agreement as well.

d) "Output" means those work products including but not limited to codes, derivatives customizations,
enhancements, applications, documents, reports, proposals, statements, work flows and all other material.
You make resulting partly or wholly from your apprenticeship with Mindtree.

e) "Employer or Company" means Mindtree Limited and any business entity, which may be a
subsidiary or affiliate of Mindtree Limited.
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f) "Intellectual Property" means all innovations, inventions, technology, engineering, trade secrets,
trademarks,  patents, copyrights to any copyrightable material, software systems, designs, programs,
improvements, modifications, marks, mask works, new ideas, concepts, work products and developments,
publications, manuals, business procedures, business, operational and marketing plans,  programs, and
processes, policies, techniques, know -how and methods of operations of Mindtree, including any such
items developed, conceived or originated, either individually or jointly with others, by  You during the
course of your apprenticeship with Mindtree. The definition of "Intellectual Property" is intended to have
the broadest meaning as permitted under applicable laws.

g) "Prospect" means and includes the entities with which Mindtree aspires to have a business
agreement or understandings. 

h) "Restricted Period" shall mean the period of apprenticeship and a further period ending 12 months
following the termination/resignation or otherwise ending of your apprenticeship with Mindtree.

2. REPRESENTATIONS AND WARRANTIES.

You represent and warrant that:
a) Your apprenticeship with Mindtree does not cause directly or indirectly the breach of any
agreements between You and third parties and you have no conflict of interest in your apprenticeship with
Mindtree.

b) You warrant that Mindtree is the sole and exclusive owner of all rights and remedies in
Confidential Information you receive from Mindtree and Intellectual Properties you create for Mindtree.

c) You shall not engage in any action, or refrain from engaging in any action, where such action or
inaction or act or omission may cause directly or indirectly the breach of any agreements between You
and third parties including but not limited to confidentiality or non-disclosure agreements or breach of
Intellectual Property Rights.

d) You shall devote full time and attention to your Mindtree apprenticeship and perform your
obligations in full compliance of Policies/practices of Mindtree as updated from time to time.

e) The Compensation included in the Offer Letter is the full and total compensation for the services
and for the commitments made under this Agreement. You are not entitled any other compensation which
is not included in the Offer Letter including, but not limited to, royalties, bonuses, and additional
benefits.

f) You agree to hold in confidence all Confidential Information disclosed to you or developed by you
in connection with the apprenticeship and agree that Mindtree is the sole and exclusive owner of all rights
and remedies therein. You shall not, without our written permission use the Confidential Information for
any reason other than to enable You to properly and completely perform the apprenticeship obligations.
You shall not reproduce or make copies of the Confidential Information or of your Output, except as
required in the performance of your apprenticeship.

g) Upon termination of your apprenticeship for any reason whatsoever, You shall promptly return all
Confidential Information and all correspondence, drawings, blue prints, manuals, letters, notes, notebooks,
reports, flowcharts, programs, proposals, documents concerning our Clients and all other documents,
writings, and materials, laptops, software, tools or other assets utilized by You together with any copies
or other reproductions thereof made by You or in your possession or control.
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h) You have a 'Duty to Speak' and You shall immediately notify us of any information or event
which comes to your attention which indicates there has been or might be a loss of confidentiality of
such Confidential Information or an actual or potential compromise of Mindtree or its Clients' Intellectual
Property Rights.

i) You agree to abide by the requirements defined under any security, privacy or other regulations or
certifications which Mindtree is obligated to comply or is certified to is certified in future.

j) You shall comply with all reasonable requirements/obligations which Mindtree or its Clients require
You to undertake including additional background checks or verifications from time to time, access
restrictions, trading compliance requirements etc.

3. INTELLECTUAL PROPERTY OBLIGATIONS

a) All works resulting from your apprenticeship are "works made for hire" as defined by international
copyright laws. You shall promptly disclose to us and or to our Clients as necessary, in writing if
requested, any and all inventions conceived or made by You during the period of your apprenticeship.

b) You hereby assign all of your interests in your Output to Mindtree. Without any additional
Compensation or payments of any kind, you shall execute any and all applications, assignments or other
instruments which are deemed necessary to apply for Intellectual Property Rights registrations anywhere in
the world.

c) You shall comply with all Mindtree and its Clients' policies that may be in effect from time to
time relating to record keeping related to Intellectual Properties.

d) You shall place all appropriate notices of patent rights, trademark rights, and copyrights and all
other Intellectual property Rights on all works resulting from your apprenticeship.

e) You understand that subsequent to the apprenticeship termination or retirement as the case may be,
your assistance may be needed in regard to securing, defending or enforcing any Intellectual property
Rights in which you may have been an inventor or co- inventor.  If your assistance requires substantial
utilization of your time. We shall pay reasonable compensation at a rate to be agreed but not higher than
the last salary paid to you by Mindtree. Such assistance may include but may not be limited to executing
any and all documents, patent, copyright or other applications and assignments to us or our designee (s),
making and keeping proper records, and giving evidence and testimony.

f) In case of a dispute between You and Mindtree where you have or are alleged to have copied or
published or distributed or have done any act in respect of our Confidential Information or our Clients'
Intellectual Property which has breached or is likely to breach our rights and remedies herein, the
presumption of a breach by you shall be at the highest level allowed by law and the burden of proving
otherwise shall rest with you.

g) The terms of this section shall survive termination of your apprenticeship or retirement.
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4. INDEMNIFICATION

You shall indemnify Mindtree, its directors, employees from and against any loss, damage, or injury
Mindtree suffers or is likely to suffer as a result of any of your breach of this Agreement, breach of any
third party intellectual property by You, breach of the terms of your Offer Letter or that of Mindtree's
Policies/practices and for all acts or omissions. Such indemnity shall include but not be limited to losses,
damages, injuries, or liabilities, losses, expenses, attorney fees, liabilities, costs of suits, costs or
arbitration, or costs or appeal, etc. The indemnity obligation herein shall survive of your apprenticeship or
retirement.

5. REASONABLE NON-COMPETE

i) You warrant that during the Restricted Period:

a) You shall not engage directly or indirectly in any professional services or employment nor advice,
manage, render or perform services to or for any person or entity during the term of your apprenticeship
with the Company. You agree that Mindtree's services are highly specialized. You further agree that the
identity and particular needs of the Mindtree's Clients are not generally known in the industry. Documents
and other information regarding Mindtree's services, pricing and cost as well as information pertaining to
Mindtree's Clients including but not limited to identity, location, service requirements and charges to the
Clients are highly confidential and secret and hence, you shall not for a period of one year from the
termination / resignation / severance of your contract of apprenticeship for any reason whatsoever, directly
or indirectly engage yourself in any capacity in any professional service or employment which is engaged
in a business competitive to that of the Company within the geographical location wherein the Company
does its businesses. You are, however free to engage yourself in any profession or employment provided
your such future engagement is not competitive and such engagement is in full compliance of all the
terms of your apprenticeship terms.

b) Shall not own an interest in any business which directly competes with Mindtree, except, however,
nothing herein shall preclude You from owning, as a passive investor, up to one percent (1%) of the
outstanding shares in a publicly traded Company for the shares of which an active public trading market
exists.

c) And during the term of your apprenticeship, shall not under any circumstances, directly or
indirectly solicitor attempt to solicit the Mindtree's and/or any of its subsidiaries' and/or affiliates' and/or
group companies' personnel to leave the employment of Mindtree and/or any of its subsidiaries and/or
affiliates or apply for employment with any third party or encourage such personnel of the Company.
You have further agreed that you shall not engage in soliciting business or allied business that is in any
way similar, identical or competitive with the business, activities, services of the Company, or with those
Clients of Mindtree with whom you may have had any contact during your apprenticeship and for a
period of one year after your apprenticeship ceases with us.

ii) During your apprenticeship, you  shall not establish, work for, consult to, or assist in any way,
whether in a paid or unpaid capacity, any individual, partnership or other business entity or associate as a
sole proprietor, owner, employer, partner, principal, joint venturer, associate, consultant, contractor or
otherwise which competes with Mindtree with respect to any of the services, products, trade secrets,
Information, Inventions or other matters of Mindtree unless expressly such association has been
preapproved in writing by Mindtree.
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You confirm that you have assessed the terms of this section carefully and accept these upon having
conducted appropriate verifications of your own.

6. GENERAL

a) In the event of any material breach of any obligation of this Agreement, Mindtree reserves the
right to take any appropriate legal action before the competent local court. Additionally, in view of the
nature of IT Services business where a breach can cause irreparable loss or damage, Mindtree may at its
sole discretion seek immediate injunctive relief or specific performance of your obligations in addition to
any other remedy or damages in law or equity.

b) This Agreement along with conditions of the Offer Letter, the Code of Conduct Procedures, the
Joining Report and Mindtree Policies form the framework of your apprenticeship and governing conditions.

c) If any provision of this Agreement shall be held by a court of competent jurisdiction to be contrary
to law, the remaining provisions of this Agreement shall remain in full force and effect to the extent
possible under applicable laws.

d) Each and all of the provisions of this Agreement shall be binding upon and shall inure to the
benefit of the successors and assigns of Mindtree.

e) This Agreement shall be construed according to the laws of the Republic of India and subject to
the exclusive jurisdiction of Bangalore courts.

f) The terms of this Agreement shall remain in full force and effect both during the continuation of
your apprenticeship, and after termination of your apprenticeship for any reason whatsoever as per
survival provisions mentioned herein.

g) Any failure by Mindtree to enforce at any time any of the provisions of this Agreement shall not
operate as or be deemed a waiver of such right, privilege or remedy or as a waiver of any preceding or
succeeding breach by You.
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Code of Conduct 
 

Summary: 
 

Mindtree Minds are expected to follow a professional code of conduct and work ethics. The intent of this 

document is to lay the ground rules for professional and disciplined behavior in the office premises and/or 

at client locations. Mindtree cannot anticipate all situations that may arise during your employment. When 

in doubt about an appropriate course of conduct, please contact your supervisor or a People Function 

representative. 

Your employment with Mindtree is subject to your acceptance of this Code of Conduct Procedure. All 

Mindtree Minds are required to read, understand and sign the Code of Conduct procedures when they are 

hired. 

Objective: 

 

To define guidelines on the professional code of conduct and work ethics in the office premises and/or at 

client locations. 

Eligibility/Applicability: 

 

All Mindtree Minds, Mindtree's clients, vendors, partners etc. 

Code of Conduct : 

 

The policy details various scenarios under which Code of Conduct is monitored. 

1)     Personal Interest v/s Mindtree's interest 

In day-to-day work scenarios, you could face situations where a possible course of action would advance 

your personal interests at the expense of the company. In such situations, you are expected to put the best 

interests of the company first. When in doubt, please check with People Function and/or your Manager. 

2)     Use of proprietary or confidential information of third party 

You should not disclose to Mindtree, bring onto Mindtree's premises or induce Mindtree to use any 

confidential information that belongs to anyone other than Mindtree or yourself. You are instructed neither 

to make use of any confidential or proprietary information of a third party in the course of performing your 

job duties or services, nor include or incorporate any such information with or into any product or work 

that you create, design, or develop for or on behalf of Mindtree in the course of performing your duties or 

services unless you have the prior written consent of Mindtree. Reference to 'Mindtree' above includes 

Mindtree's clients, vendors and partners as well. 

3)     Office for Profit 

Without the consent of Mindtree, you are prohibited from initiating or accepting any work as an Employee, 

consultant, adviser or as a member of board of directors of any other company. If you wish to seek approval 

for such outside work, please contact your People Function representative. 
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4)     Vendor relationship 

In your capacity as a Mindtree Mind or Consultant, neither you in the capacity of employee nor any of your 

immediate family members can be a vendor of Mindtree. You shall not accept advice, service, or gifts or 

presents in kind or cash from a vendor of Mindtree with a value greater than $25. If you receive any gifts 

from a vendor with a value greater than $25, or if a vendor engages in a pattern of offering you small gifts, 

please inform your reporting manager or ask People Function for guidance. 

5)       Using Mindtree's time and assets 

You should not use Mindtree's or its customers' time or any of its assets for performing outside or personal 

work. In addition, you should not abet, entice, motivate, help, or coerce fellow employees to use such time 

and assets for outside or personal work that could reasonably be construed to have a detrimental effect on 

Mindtree. 

6)     Personal Relationship 

Your spouse or any other member in your immediate family may be working with a competitor or vendor 

of Mindtree. This calls for extra-sensitivity to confidentiality of Mindtree's information as there is a 

possibility that the closeness in relationship could lead to inadvertently compromising Mindtree's interest. 

You are requested to be aware of the potential conflicts that might arise and inform the People Function 

accordingly. 

If you are a member of an Enabling function such as People Function, Finance, IS etc you cannot have an 

immediate family member employed in another function/role in Mindtree, unless it has been explicitly 

approved by the head of People Function. 

7)     Equal Opportunity 

Mindtree is an equal opportunity employer and makes employment decisions on the basis of merit. The 

Company seeks to have the best available individual(s) in every position. Mindtree prohibits unlawful 

discrimination based on race, color, citizenship, religion, sex, national origin, age, disability, or family, 

marital or veteran status, or any other characteristic protected by federal, state or local laws. 

Mindtree is committed to complying with all applicable laws providing equal opportunities to individuals 

regardless of race, color, citizenship, religion, sex, national origin, age, disability, or family, marital or 

veteran status, or any other characteristic protected by law. This responsibility applies to all persons 

involved in the operations of Mindtree and prohibits unlawful discrimination by any Mindtree Mind, 

including supervisors and coworkers. 

Mindtree prohibits taking negative action against any Mindtree Mind for reporting a possible deviation 

from this policy or for cooperating in an investigation. Any Mindtree Mind who retaliates against another 

Mindtree Mind for reporting a possible deviation from this policy or for cooperating in an investigation will 

be subject to disciplinary action, up to and including termination of employment. 

8)     Dating/Romantic/Sexual Relationships 

Mindtree recognizes that sometimes employees enter into personal relationships in the workplace, and this 

provision is not intended to prohibit such relationships. However, certain romantic or sexual relationships 

can interfere with the smooth operation of its business. Some of these relationships can also result in actual 

or potential disclosure of confidential or sensitive information and can have other detrimental effects. 

Mindtree reserves the right to determine when a relationship presents a problem in the workplace. 
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Without limiting its discretion to address problematic relationships or situations, Mindtree offers the 

following guidelines: 

During working time and in working areas, employees must keep personal exchanges limited so that others 

are not distracted or offended, and so that productivity is maintained. During nonworking time, such as 

lunches, breaks and before and after work periods, employees may have appropriate personal conversations 

in non-work areas as long as their conversations and behaviors could not be perceived as offensive or 

uncomfortable to a reasonable person. Employees are strictly prohibited from engaging in conduct that 

would be deemed inappropriate by a reasonable person while on company premises, regardless of whether 

they are working at the time. 

Mindtree generally considers employee off-duty conduct as private, as long as the conduct does not create 

problems within the workplace. Exceptions to this principle, however, involve 1) romantic or sexual 

relationships between supervisors and subordinates (regardless of the reporting structure) or 2) romantic or 

sexual relationships between any employee in the People Function or Finance departments and any other 

employee. Both employees involved in a relationship in either of these categories must immediately 

disclose to Mindtree the existence of a romantic or sexual relationship. Such required disclosure must be 

made in writing to People Function. People Function will provide an appropriate form upon request. Failure 

to make this disclosure may result in disciplinary action up to and including termination of employment. 

This disclosure will enable Mindtree to determine whether, given the relative positions of the individuals 

involved, action should be taken. 

If Mindtree determines that action must be taken, it may ask one or both of the employees to transfer to 

another position, location, or project. If a transfer proposed by Mindtree is refused, or if Mindtree 

determines that the situation cannot be adequately addressed by transfer (or if Mindtree determines that 

transfer otherwise would not be in the best interests of Mindtree), Mindtree may terminate the employment 

of one or both employees. Mindtree has the sole discretion to determine whether a problem exists and how 

to address it. Accordingly, Mindtree is not limited to transfer and discipline/termination as its only options. 

9)     Personal Behavior 

Mindtree expects all Mindtree Minds to be honest and fair in dealing with people, customers, vendors, 

competitors or others because you are the brand ambassador of Mindtree and your actions help to form 

others' impressions about Mindtree. 

10)   Breach of Discipline 

As discussed above, Mindtree expects all Mindtree Minds to behave in a professional manner. Listed below 

are categories of inappropriate conduct that may lead to disciplinary action, up to and including termination 

of employment from Mindtree (This list is just illustrative and not exhaustive). 

"Theft, fraud, forgery, embezzlement, misappropriation; dishonesty, harassment, indecent behavior, sexual 

advances, suggestive remarks, racial slurs, derogatory remarks/discrimination on - disability, veteran status, 

national origin, sexual orientation, race, color, religion, political affiliation, sex, or age. The list also 

includes forwarding/ viewing pornographic material at work or on work computers or other devices, willful 

insubordination, disobedience, absence without leave, habitually irregular attendance, neglect of work, 

willful damage of company property, disclosing/divulging trade secrets/confidential information/special 

processes/methodologies, unfair dealing with parties, false representation/misrepresentation, false 

recording/reporting of information, drunkenness, riotous behavior, commission of certain criminal 

offense(s), aiding or abetting any act listed herein, willful breach of law/rule / policy / guideline/procedure, 

working under the influence of alcohol or illegal drugs, creating/encouraging an offensive work 

environment, etc." 
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In the event Mindtree receives information suggesting that you may have engaged in any of the conduct 

described above, People Function personnel may require you to undergo necessary 

tests/assessments/inquiry as appropriate. You will be expected to cooperate in any investigation People 

Function or Mindtree management conducts or directs. Mindtree reserves the right to test Mindtree Minds 

for drug and alcohol use for cause or when a client requires testing. 

11)    Usage of Assets 

As a Mindtree Mind, you will come in contact with the below mentioned assets as part of your job. You 

shall not disclose or divulge any of these assets without permission. You also shall not give false 

information, misinterpret or misquote any of these assets. 

Information which can safely be construed as intellectual property or as copyrightable material includes 

the following - 

o Product of ideas and hard work 

o Confidential data 

o Any business/functional plan 

o Personal information 

o Design 

o Processes and know-how 

o Any internal databases 

o Patents /application 

o Copyrighted material 

o Methodologies, Services etc. 

 

You will also ensure that company confidential information is not used for - 

o Benefiting a third party, 

o Having reciprocal dealings for personal benefits, 

o Acquiring pirated, illegal unlicensed software, 

o Receiving or giving extensive gifts/presents, 

o Following any practices that lead to monopolies or restrict trade, 

o Causing any violation of legal or statutory requirements, etc. 

 

 

Please understand that unintentional disclosure of proprietary information can be just as harmful as 

intentional disclosure. Hence you are directed not to disclose Mindtree's confidential information to anyone 

(including fellow employees, if you are unsure of whether to divulge or not) unless otherwise required or 

permitted by law or directed by Mindtree management. 
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12)   Workplace Etiquettes 

Workplace etiquette and housekeeping of personal space is a discipline. You must keep your desk space 

area clean at all times and should put away any papers, books, files, stationery, etc. when you close work 

for the day. You must ensure that you maintain minimum noise levels at all times so as not to disturb others. 

Please be conscious of Mindtree's Green council policy while using company / customer provided resources 

like printers, stationery, etc. 

All Mindtree facilities/ campuses are designated as non-smoking zones. If you wish to smoke at work, 

please make use of designated smoking areas only. 

It is imperative to safeguard the assets (computers, telephones, LCD, etc.) of the company from dishonest, 

illegal or willfully negligent acts. It is a serious violation to remove any assets from the company or use for 

personal benefit. 

13)  Information Disclosure 

As a Mindtree Mind, you are expected to maintain the confidentiality of Mindtree's trade secrets and private 

or confidential information. Trade secrets may include information regarding the development of systems, 

processes, products, know-how and technology. If in doubt about whether a document or other information 

should be considered confidential, please contact your supervisor or People Function representative. 

Mindtree Minds should not speak to the media on Mindtree's behalf without contacting company 

spokesperson/public relations personnel. All media inquiries should be directed to them. 

You must be aware that Mindtree subscribes to the provisions and guidelines of security controls as defined 

under ISO 27001 in the current form and with any subsequent changes. In Mindtree, you are expected to 

adhere to the defined compliance under the security policy. Any breach of information security controls 

may result in disciplinary action up to and including termination of employment. 

14)  Information privacy 

For privacy related rights please refer to the Data Privacy Policy available in People hub and 

https://www.mindtree.com. 

 

Agreed and Accepted 

 

Signature : {{Sig_es_:signer:signature}} 

 

Name : {{*Name_es_:Signer}} 

Date : {{Dte_es_:signer:date}} 

Aaquib Shaikh (Jan 11, 2022 15:29 GMT+5.5)

Jan 11, 2022

Aaquib Shaikh
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Mr. Amar Patil

Pl No. 30, Narendra Nagar,

Vijapur Road, Saiful

Solapur-413004

India

Ph: +91-8421241594

www.infosys.com
askus@infosys.com
F 91 80 2852 0362
T 91 80 2852 0261
Bangalore 560 100, India
Electronics City, Hosur Road
44, Infosys Avenue
CIN: L85110KA1981PLC013115
INFOSYS LIMITED

Dear Amar,

Welcome to Infosys!

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing
things we do at Infosys would be possible without an equally amazing culture, the environment where ideas
can flourish and where you are empowered to move forward as far as your ideas will take you.

At Infosys, we assure that your career will never stand still, we will inspire you to build what's next and we
will navigate further, together. Our journey of learnability, values and trusted relationships with our clients
continue to be the cornerstones of our organization and these values are upheld only because of our people.

We look forward to working with you and wish you success in your career with us.

Warm regards,

RICHARD LOBO
EVP and Head Human Resources - Infosys Limited

Company Confidential - This communication is confidential between you and Infosys Limited 



HRD/1003458299/22-23 December 23, 2022

Mr. Amar Patil
Pl No. 30, Narendra Nagar,
Vijapur Road, Saiful
Solapur-413004
India

Ph: +91-8421241594

Dear Amar,

Congratulations! We are delighted to make you an offer as Systems Associate - Trainee and your role is
Systems Associate .

Here are the terms and conditions of our offer:

Joining

Your scheduled date of employment with us will be 08-May-2023.

Location

Your location of training is MYSORE, India . The location of posting ("work location") would be
communicated to you upon successful completion of training. You may be asked to relocate to any of
our units, departments or the offices of our affiliates* and/or the offices of our customers, depending
on business requirements. In such an event, your remuneration and other benefits shall be determined
in accordance with the relevant Policies of the Company in that work location."

Please be advised that you, by accepting this offer, hereby give your irrevocable consent to the above.

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is under
common control with the First Party. For purposes of this Agreement, "control" means possessing, directly
or indirectly, the power to direct or cause the direction of the management, policies or operations of an
entity, whether through ownership of voting securities, by contract or otherwise."

Training

The training program will consist of classroom/virtual training and on-the-job training. The duration
of the classroom/virtual training will be based on the business requirement. Your continued
employment with the Company is subject to your meeting the qualifying criteria till the end of the
training and successful completion of the training.
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Probation and Confirmation

You will be on probation for a period of 12 months from the date of completion of the training and
your allocation to Unit. On successful completion of your probation, you will be confirmed as a
permanent employee. Your confirmation is also subject to your submitting the documents required by
the Company, details of which are enclosed in the Information Sheet in Annexure - IV.

Leave

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working
days of earned leave annually during probation. On confirmation as a permanent employee you will
be eligible for 20 working days of leave annually.

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year.

An illustration with other relevant information have been given in the Information Sheet. The Company`s
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to
you at the time of joining.

Increments and Promotions

Your growth and increase in salary will depend solely on your performance and contribution to the
Company. Salary increases are normally given on an annual basis.

Transfer

Your services can be transferred to any of our units / departments situated anywhere in India or
abroad. At such time compensation applicable to a specific location will be payable to you.

Agreement

Our offer to you as Systems Associate is subject to the execution of the Service Agreement. The
Service Agreement details the scope, terms and conditions of your employment, the necessary training
and the contractual obligations towards Infosys from the date of your joining and up to a period of 12
months from the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is
generally the first day of the subsequent month post completion of training. You will be required to
complete the formalities on the Service Agreement at the time of joining. Please note, non-execution of
the notarized Service Agreement will result in denial of employment with the Company.
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You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All
these proofs will need to be submitted on the day of joining. Further, you should have been declared as
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any
of the proofs and any condemnation of delay in submission of the same will be at the Company's discretion.

Passport and Driving License

It would be to your advantage to have a valid passport and a four-wheeler driving license at the time
of joining duty. Our offer to you is subject to your having a valid passport or producing a proof of
having applied for the same.

Compensation and Benefits

Salary

Your Total Gross Salary will be INR 18,581 per month. The break-up of your salary has been
provided in the Compensation Details sheet in Annexure - I.

In addition to your gross salary, you will receive an additional Personal Allowance of INR 461 per month.
This allowance will be paid to you during your probation period, on the condition that your base location
remains Bangalore/Mysore/Mangalore/Hubli. This allowance will be discontinued in case of a change in
your base location due to official or personal reasons or upon confirmation (whichever is earlier).

Ex - Gratia / Bonus 

You will be eligible for an Ex-Gratia/ Bonus payout which is calculated at 20% of the Basic Salary as
mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment for
Financial Year 2023-24 will be as follows:

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a monthly basis.
The balance amount will be paid out in the end of the financial year.

Insurance 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to enhance
the coverage with other participatory optional health insurance plans (Platinum, Gold and Silver).
You will be covered by default under the Standard Plan which provides you and your family (your
spouse and two children up to the age of 22 years) with a cover of INR 500,000 per annum.
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You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust which
provides you with a total Life Insurance cover of INR 6,200,000 of which INR 3,200,000 is covered
towards natural death, and INR 3,000,000 towards an accidental death. All employees become members of
Infosys WelfareTrust, by one-time payment of INR 250 and fixed monthly contribution of INR 200 . The
details of the Scheme would be available to you when you join the Company.

Notice Period

During the probation period, if your performance is found to be unsatisfactory or if it does not meet
the prescribed criteria, your training/employment can be terminated by the Company with one-month
notice or salary thereof. On confirmation, you will be required to give three month's notice or salary
thereof in case you decide to leave our services, subject to the Company's discretion. Where
circumstances make it necessary, the Company will have the discretion to relieve you only at the end
of the three months' notice period. Similarly, the Company can terminate your services by giving
three months notice or salary thereof.

In the event you do not successfully complete your training, or you are involved in an act that constitutes
misconduct, your training/employment can be terminated by the Company with immediate effect without
notice.

Background Checks

The Company may, at its discretion conduct background checks prior to or after your expected
joining date to validate your identity, the address provided by you, your education details and details
of your prior work experience if any, and to conduct any criminal checks. You expressly consent to the
Company conducting such background checks. In this connection, you are required to furnish the
documents listed in Offer Annexure for India.

If you fail to submit the necessary documents as required by the Company within the specified time period
or if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole
discretion, reserves the right to withdraw this offer without notice and compensation or to take any
appropriate action against you, including, but not limited to termination of your employment.

When a background check raises any concerns regarding any of the details furnished by you and the
Company feels the need to further validate such facts, the Company may at its sole discretion, ask you for
further information, to substantiate the details that you have earlier provided to the Company, before
initiating appropriate action.

Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are
unable to do so, the Company will initiate a criminal background check.
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Other Terms and Conditions

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner /
Member / Employee of any other organization / entity engaged in any form of business activity
without the consent of Infosys. The consent may be given subject to any terms and conditions that the
Company may think fit and may be withdrawn at any time at the discretion of the Company.

Our offer to you as a Systems Associate is conditional upon your having fully completed your graduation,
without any active backlog papers and with a pass percentage not lesser than as specified in our campus
recruitment program 2021-22. These eligibility criteria for the Role of a Systems Associate, has already
been clearly communicated to you and your college during the selection process. You will also have
completed all studies, course requirements and examinations required for the award of the educational
qualification recorded by you in your application for employment with Infosys.

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All
these proofs will need to be submitted on the day of joining. Further, you should have been declared as
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion.

Based on the nature of your work and business requirements, you may be required to work on rotational
shifts. If you are required to work on rotational shifts, you will be duly intimated of the change in your shift
timings. During rotational shifts, you will continue to be bound by the provisions of the working hour policy
of the Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance
of the Company (if in force) will be made applicable to you.

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able
to access, upon joining, on the Intranet 'Sparsh'. These Policies cover various human resources and
administrative topics and procedures. The Company reserves the right to change these Policies at any time in
its absolute discretion.

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality,
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be
governed by all the rules and regulations, as amended from time to time, of the Company as applicable to
your employment with us. This offer is also conditional upon your acceptance and execution of the
Non-Compete Agreement (Annexure III).

This offer of employment constitutes the entire agreement between you and the Company regarding the
terms of your employment and it is the complete, final, and exclusive embodiment of your agreement with
regard to this subject matter and supersedes any other promises, warranties, representations or agreements,
whether written or oral. It is entered into without reliance on any promise or representation other than those
expressly contained herein, and it cannot be modified or amended except in writing signed by an authorized
officer of the Company.
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If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and
conditions shall continue in force.

This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of
the courts in Bangalore, India.

Your employment will be governed by the rules, regulations and policies of the Company.
The terms of this offer letter shall remain confidential and are not to be disclosed to any third party.
As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all
the accompanying annexures, on the date of joining.

We welcome you to the Infosys family and wish you a rewarding career over the years to come.

Yours sincerely,

RICHARD LOBO
EVP and Head Human Resources - Infosys Limited

I have read, understood and agree to the terms and conditions as set forth in this offer letter.

Date: _________________________, 20______

______________________________________
Sign your name

__________________ _____________________
Print your full Name                          Location
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ANNEXURE - I
(Compensation)

COMPENSATION DETAILS
(All figures in INR per month)

NAME Mr. Amar Patil

ROLE Systems Associate

ROLE DESIGNATION Systems Associate - Trainee

1. MONTHLY COMPONENTS

BASIC SALARY 13,582

BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a
monthly basis) 2,580

MONTHLY GROSS SALARY 16,162

2. ANNUAL COMPONENT

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting
the advance (95%) paid out on a monthly basis) 136

3. RETIRAL BENEFITS

PROVIDENT FUND - 12% of Basic Salary 1,630

GRATUITY - 4.81% of Basic Salary* 653

FIXED GROSS SALARY (1+2+3) 18,581

TOTAL GROSS SALARY 18,581

OTHER BENEFITS

Scheme Eligible Amount In INR Interest Monthly Instalments
Margin Money
(To be borne by the employee)

SALARY LOAN
(subject to submission of 
Trainee Agreement)

12000
Nil 12 Nil

All the above benefits are as per Company's policies, which are subject to change from time to time. The disbursement of any loan / loan
allowance is subject to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan
allowance policy at that time

*The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be
determined in strict accordance with the provisions of the Payment of Gratuity Act

Employee State Insurance ("ESI") may be applicable to employees as per the applicable statutory regulations. If ESI is applicable, the
employee and the employer will contribute towards ESI as per the provisions of the ESI Act, 1948.
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Dear Ankita,

Welcome to Infosys!

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing
things we do at Infosys would be possible without an equally amazing culture, the environment where ideas
can flourish and where you are empowered to move forward as far as your ideas will take you.

At Infosys, we assure that your career will never stand still, we will inspire you to build what's next and we
will navigate further, together. Our journey of learnability, values and trusted relationships with our clients
continue to be the cornerstones of our organization and these values are upheld only because of our people.

We look forward to working with you and wish you success in your career with us.

Warm regards,

RICHARD LOBO
EVP and Head Human Resources - Infosys Limited

Company Confidential - This communication is confidential between you and Infosys Limited 



HRD/1002434824/22-23 May 13, 2022

Ms. Ankita ramdas Yeldi
10/A, Markhendey Nagar,
Kumtha Naka, Solapur
Solapur north-413003
India

Ph: +91-9960563422

Dear Ankita,

Congratulations! We are delighted to make you an offer as Operations Executive - Trainee and your role is
Operations Executive .

Here are the terms and conditions of our offer:

Joining

Your scheduled date of employment with us will be 20-Jun-2022.

Location

Your location of training is MYSORE, India . The location of posting ("work location") would be
communicated to you upon successful completion of training. You may be asked to relocate to any of
our units, departments or the offices of our affiliates* and/or the offices of our customers, depending
on business requirements. In such an event, your remuneration and other benefits shall be determined
in accordance with the relevant Policies of the Company in that work location."

Please be advised that you, by accepting this offer, hereby give your irrevocable consent to the above.

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is under
common control with the First Party. For purposes of this Agreement, "control" means possessing, directly
or indirectly, the power to direct or cause the direction of the management, policies or operations of an
entity, whether through ownership of voting securities, by contract or otherwise."

Training

The training program will consist of classroom/virtual training and on-the-job training. The duration
of the classroom/virtual training will be based on the business requirement. Your continued
employment with the Company is subject to your meeting the qualifying criteria till the end of the
training and successful completion of the training.
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Probation and Confirmation

You will be on probation for a period of 12 months from the date of completion of the training and
your allocation to Unit. On successful completion of your probation, you will be confirmed as a
permanent employee. Your confirmation is also subject to your submitting the documents required by
the Company, details of which are enclosed in the Information Sheet in Annexure - IV.

Leave

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working
days of earned leave annually during probation. On confirmation as a permanent employee you will
be eligible for 20 working days of leave annually.

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year.

An illustration with other relevant information have been given in the Information Sheet. The Company`s
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to
you at the time of joining.

Increments and Promotions

Your growth and increase in salary will depend solely on your performance and contribution to the
Company. Salary increases are normally given on an annual basis.

Transfer

Your services can be transferred to any of our units / departments situated anywhere in India or
abroad. At such time compensation applicable to a specific location will be payable to you.

Agreement

Our offer to you as Operations Executive is subject to the execution of the Service Agreement. The
Service Agreement details the scope, terms and conditions of your employment, the necessary training
and the contractual obligations towards Infosys from the date of your joining and up to a period of 12
months from the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is
generally the first day of the subsequent month post completion of training. You will be required to
complete the formalities on the Service Agreement at the time of joining. Please note, non-execution of
the notarized Service Agreement will result in denial of employment with the Company.
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You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All
these proofs will need to be submitted on the day of joining. Further, you should have been declared as
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any
of the proofs and any condemnation of delay in submission of the same will be at the Company's discretion.

Passport and Driving License

It would be to your advantage to have a valid passport and a four-wheeler driving license at the time
of joining duty. Our offer to you is subject to your having a valid passport or producing a proof of
having applied for the same.

Compensation and Benefits

Salary

Your Total Gross Salary will be INR 18,581 per month. The break-up of your salary has been
provided in the Compensation Details sheet in Annexure - I.

In addition to your gross salary, you will receive an additional Personal Allowance of INR 461 per month.
This allowance will be paid to you during your probation period, on the condition that your base location
remains Bangalore/Mysore/Mangalore/Hubli. This allowance will be discontinued in case of a change in
your base location due to official or personal reasons or upon confirmation (whichever is earlier).

Ex - Gratia / Bonus 

You will be eligible for an Ex-Gratia/ Bonus payout which is calculated at 20% of the Basic Salary as
mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment for
Financial Year 2022-23 will be as follows:

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a monthly basis.
The balance amount will be paid out in the end of the financial year.

Insurance 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to enhance
the coverage with other participatory optional health insurance plans (Platinum, Gold and Silver).
You will be covered by default under the Standard Plan which provides you and your family (your
spouse and two children up to the age of 22 years) with a cover of INR 500,000 per annum.
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You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust which
provides you with a total Life Insurance cover of INR 6,200,000 of which INR 3,200,000 is covered
towards natural death, and INR 3,000,000 towards an accidental death. All employees become members of
Infosys WelfareTrust, by one-time payment of INR 250 and fixed monthly contribution of INR 200 . The
details of the Scheme would be available to you when you join the Company.

Notice Period

During the probation period, if your performance is found to be unsatisfactory or if it does not meet
the prescribed criteria, your training/employment can be terminated by the Company with one-month
notice or salary thereof. On confirmation, you will be required to give three month's notice or salary
thereof in case you decide to leave our services, subject to the Company's discretion. Where
circumstances make it necessary, the Company will have the discretion to relieve you only at the end
of the three months' notice period. Similarly, the Company can terminate your services by giving
three months notice or salary thereof.

In the event you do not successfully complete your training, or you are involved in an act that constitutes
misconduct, your training/employment can be terminated by the Company with immediate effect without
notice.

Background Checks

The Company may, at its discretion conduct background checks prior to or after your expected
joining date to validate your identity, the address provided by you, your education details and details
of your prior work experience if any, and to conduct any criminal checks. You expressly consent to the
Company conducting such background checks. In this connection, you are required to furnish the
documents listed in Offer Annexure for India.

If you fail to submit the necessary documents as required by the Company within the specified time period
or if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole
discretion, reserves the right to withdraw this offer without notice and compensation or to take any
appropriate action against you, including, but not limited to termination of your employment.

When a background check raises any concerns regarding any of the details furnished by you and the
Company feels the need to further validate such facts, the Company may at its sole discretion, ask you for
further information, to substantiate the details that you have earlier provided to the Company, before
initiating appropriate action.

Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are
unable to do so, the Company will initiate a criminal background check.
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Other Terms and Conditions

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner /
Member / Employee of any other organization / entity engaged in any form of business activity
without the consent of Infosys. The consent may be given subject to any terms and conditions that the
Company may think fit and may be withdrawn at any time at the discretion of the Company.

Our offer to you as an Operations Executive is conditional upon your having fully completed your
graduation, without any active backlog papers. Your simple average should not be less than what was
specified during the selection process. You should also have completed all studies, course requirements and
examinations required for the award of the educational qualification recorded by you in your application for
employment with Infosys. You will be required to produce all marks sheets and other relevant documents at
the time of joining.

You will produce all marks sheets and other relevant documents. All these proofs will need to be submitted
on the day of joining. Further, you should have been declared as passed by the relevant examination
authority. The determination of the adequacy or authenticity of all or any of the proofs and any condonation
of delay in submission of the same will be at the Company's discretion.

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able
to access, upon joining, on the Intranet 'Sparsh'. These Policies cover various human resources and
administrative topics and procedures. The Company reserves the right to change these Policies at any time in
its absolute discretion.

Based on the nature of your work and business requirements, you may be required to work on rotational
shifts. If you are required to work on rotational shifts, you will be duly intimated of the change in your shift
timings. During rotational shifts, you will continue to be bound by the provisions of the working hour policy
of the Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance
of the Company (if in force) will be made applicable to you.

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality,
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be
governed by all the rules and regulations, as amended from time to time, of the Company as applicable to
your employment with us. This offer is also conditional upon your acceptance and execution of the
Non-Compete Agreement (Annexure III).

This offer of employment constitutes the entire agreement between you and the Company regarding the
terms of your employment and it is the complete, final, and exclusive embodiment of your agreement with
regard to this subject matter and supersedes any other promises, warranties, representations or agreements,
whether written or oral. It is entered into without reliance on any promise or representation other than those
expressly contained herein, and it cannot be modified or amended except in writing signed by an authorized
officer of the Company.
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If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and
conditions shall continue in force.

This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of
the courts in Bangalore, India.

Your employment will be governed by the rules, regulations and policies of the Company.
As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all
the accompanying annexures, on the date of joining.

We welcome you to the Infosys family and wish you a rewarding career over the years to come.

Yours sincerely,

RICHARD LOBO
EVP and Head Human Resources - Infosys Limited

I have read, understood and agree to the terms and conditions as set forth in this offer letter.

Date: _________________________, 20______

______________________________________
Sign your name

__________________ _____________________
Print your full Name                          Location
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ANNEXURE - I
(Compensation)

COMPENSATION DETAILS
(All figures in INR per month)

NAME Ms. Ankita ramdas Yeldi

ROLE Operations Executive

ROLE DESIGNATION Operations Executive - Trainee

1. MONTHLY COMPONENTS

BASIC SALARY 13,582

BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a
monthly basis) 2,580

MONTHLY GROSS SALARY 16,162

2. ANNUAL COMPONENT

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting
the advance (95%) paid out on a monthly basis) 136

3. RETIRAL BENEFITS

PROVIDENT FUND - 12% of Basic Salary 1,630

GRATUITY - 4.81% of Basic Salary* 653

FIXED GROSS SALARY (1+2+3) 18,581

TOTAL GROSS SALARY 18,581

OTHER BENEFITS

Scheme Eligible Amount In INR Interest Monthly Instalments
Margin Money
(To be borne by the employee)

SALARY LOAN
(subject to submission of 
Trainee Agreement)

12000
Nil 12 Nil

All the above benefits are as per Company's policies, which are subject to change from time to time. The disbursement of any loan / loan
allowance is subject to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan
allowance policy at that time

*The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be
determined in strict accordance with the provisions of the Payment of Gratuity Act

Employee State Insurance ("ESI") may be applicable to employees as per the applicable statutory regulations. If ESI is applicable, the
employee and the employer will contribute towards ESI as per the provisions of the ESI Act, 1948.
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Vinuta Hiremath

Pune 

LETTER OF INTENT

Dear Vinuta Hiremath

Please refer to your application for a suitable position in our organization and subsequent discussions you had with us. 

We are pleased to offer you the position Trainee Process Associate in our organization on the terms and conditions agreed.

You are requested to bring the following documents at the time of joining:

a)      Letter of relieving from previous organization & experience letter from the previous employer

b)      Last salary slip & a copy of salary certificate / Form16 / Form 12B

    c)      Photocopy of your educational and professional certificates

d)      Photocopy of your 12
th
 Standard certificate

e)      Copy of age proof certificate (10
th
 StandardCertificate − Date of Birth)

f)       Eight latest passport size coloured photographs

g)      A copy of your valid passport & PAN card

                h)      Copy of address proof i.e. driving license, ration card,telephone / electricity bill, voters ID, bank account statements 

                   The detailed appointment letter will be issued to you at the time of joining.

The detailed appointment letter will be issued to you at the time of joining.

You are requested to join duty by 15-March-22  at the below mentioned address and report to HR department at 9:00a.m.

 Please sign the duplicate copy of the same as a token of your acceptance.

We welcome you to the IGT Family & wish you all success.

Rahul Sinha

Chief People Officer



CTC DETAILS

Name Vinuta Hiremath Designation Trainee Process Associate

Date Of Joining 15-March-22 Cost Centre Name AIL Dom Voice Pune - Training

Core Skills Voice Cost Centre Code BPO-13103-02-02

Reporting Manager Anuj Prasad Notice Period 30 Days

SALARY STRUCTURE

Your Annual CTC is Rs.156000 for which the monthly calculation is given below:

COMPONENT MONTHLY (IN RS.) ANNUAL (IN RS.) REMARKS

PAYROLL

Basic 6500 78000

HRA 4035 48424

Special Allowance 0 0

Ex Gratia (Statutory Bonus) 1300 15600

TOTAL PAYROLL SALARY (A) 11835 142024

Employees Contribution

Provident Fund 780 9360

ESIC 89 1065

EWF 25 300

Total Deduction 894 10725

Take Home Salary 10942 131299

Employer's Contribution

Provident Fund 239 2863

Pension Fund 541 6497

ESIC 385 4616

Mediclaim 0 0 Self, Spouse & 2 Children

Total Salary 13000 156000

IGT Solutions Pvt. Ltd.,197/2  4 TO 7B, Business Mantri, Nagar Road, Pune, Maharashtra, 411014



Fiza karachi

Pune 

LETTER OF INTENT

Dear Fiza karachi

Please refer to your application for a suitable position in our organization and subsequent discussions you had with us. 

We are pleased to offer you the position Trainee Process Associate in our organization on the terms and conditions agreed.

You are requested to bring the following documents at the time of joining:

a)      Letter of relieving from previous organization & experience letter from the previous employer

b)      Last salary slip & a copy of salary certificate / Form16 / Form 12B

    c)      Photocopy of your educational and professional certificates

d)      Photocopy of your 12
th
 Standard certificate

e)      Copy of age proof certificate (10
th
 StandardCertificate − Date of Birth)

f)       Eight latest passport size coloured photographs

g)      A copy of your valid passport & PAN card

                h)      Copy of address proof i.e. driving license, ration card,telephone / electricity bill, voters ID, bank account statements 

                   The detailed appointment letter will be issued to you at the time of joining.

The detailed appointment letter will be issued to you at the time of joining.

You are requested to join duty by 08-March-22  at the below mentioned address and report to HR department at 9:00a.m.

 Please sign the duplicate copy of the same as a token of your acceptance.

We welcome you to the IGT Family & wish you all success.

Rahul Sinha

Chief People Officer



CTC DETAILS

Name Fiza karachi Designation Trainee Process Associate

Date Of Joining 8-March-22 Cost Centre Name Myntra Voice Pune - Training

Core Skills Voice Cost Centre Code IBCBP-13126-02-01

Reporting Manager John Yagati Notice Period 30 Days

SALARY STRUCTURE

Your Annual CTC is Rs.180000 for which the monthly calculation is given below:

COMPONENT MONTHLY (IN RS.) ANNUAL (IN RS.) REMARKS

PAYROLL

Basic 7500 90000

HRA 4756 57074

Special Allowance 0 0

Ex Gratia (Statutory Bonus) 1400 16800

TOTAL PAYROLL SALARY (A) 13656 163874

Employees Contribution

Provident Fund 900 10800

ESIC 102 1229

EWF 25 300

Total Deduction 1027 12329

Take Home Salary 12629 151545

Employer's Contribution

Provident Fund 275 3303

Pension Fund 625 7497

ESIC 444 5326

Mediclaim 0 0 Self, Spouse & 2 Children

Total Salary 15000 180000

IGT Solutions Pvt. Ltd.,197/2  4 TO 7B, Business Mantri, Nagar Road, Pune, Maharashtra, 411014



15-Jun-2022

Dear MAYURI MILIND SOVANI,

We are pleased to offer you the position of FINANCIAL SERVICES CONSULTANT at Level - 1 of our
Company.

Components Components Rs. Per annum

Basic 69,000

Supplementary Allowance 111,000

Employer's Contribution to PF 21,600

Statutory Bonus 7,000

Gratuity 3,317

Flexible Compensation Pay 18,083

Total Fixed Pay 230000.00

The Company reserves the right to conduct background checks including your antecedent, Education
and employment. Your continuation in employment will be subject to satisfactory reports being
received from all the above mentioned sources.

Please note that this offer is made and is valid subject to your acceptance of the term/conditions of
employment with us and may be withdrawn/modified if any information or representation furnished
by you is  found to be incorrect  or  if  any material  information is  detected by us  to have been
suppressed/misrepresented by you or any action on your part is found to be in contravention to the
terms and conditions of employment or the Company’s Code of Conduct or any Applicable Anti-
Bribery Law and the Anti-Corruption and Bribery Policy of the Company. This offer letter may be
withdrawn by the Company without assigning any reason whatsoever for such withdrawal. This
letter is not to be construed as your letter of appointment, which will be issued separately subject to
the conditions mentioned above.

The Company shall have the right to transfer you to any of its departments / offices or depute you to
group companies, anywhere in India. In case of deputation to a group Company, the terms and
conditions of your employment including gross salary and benefits, etc. as stated in this letter will
continue to be applicable.

Registered Office : ICICI Prudential Life Insurance Company Limited
ICICI PruLife Towers, 1089, Appasaheb Marathe Marg, Prabhadevi, Mumbai – 400 025, India.

Tel.: 4039 1600, 6644 1600 ∙ Fax: 2437 6638 ∙ Visit us at: www.iciciprulife.com
CIN : U66010MH2000PLC127837



You are required to submit the requisite documents & proofs of successful completion of your
graduation course within 6 months of joining the organization.

We look forward to your joining the company and wish you a long and successful career with the
organization.

Best Regards,

Subhashish Banerji
Senior Vice President
Human Resources
ICICI Prudential Life Insurance Co. Ltd.

Registered Office : ICICI Prudential Life Insurance Company Limited
ICICI PruLife Towers, 1089, Appasaheb Marathe Marg, Prabhadevi, Mumbai – 400 025, India.

Tel.: 4039 1600, 6644 1600 ∙ Fax: 2437 6638 ∙ Visit us at: www.iciciprulife.com
CIN : U66010MH2000PLC127837



 

a)

b)

c)

d)

 

 
 
May 30, 2022

Ref:HDBFS/22-23/HRIC325672/Appt/V29136
Mr.Vajir Mahibub Patel,
At Post Alage,
Tq Akkalkot,
Balesaheb Darga,
Solapur-413219
 
Dear Mr.Vajir Mahibub Patel,

LETTER OF APPOINTMENT
 
Further to your application and subsequent discussions for employment, HDB Financial Services Limited (“Company”)
is pleased to appoint you as SALES EXECUTIVE on the terms and conditions as set out below.
 
Your Total Salary per annum is set out as attached in Annexure A. All remuneration, benefits and perquisites will be
taxed in accordance with the provisions of Income Tax Act, 1961 and any other enactments in force from time to time.
 
Terms and Conditions:
 

Your duties and responsibilities will be explained to you on your joining the Company.
 
Your initial place of posting will be at SOLAPUR. The Company reserves the right to change the duties assigned to
you, transfer you, temporarily or permanently, to any other office / branch, subsidiary or associate of the Company
or to any other place of business of the Company that is in existence or may come into existence at a future date. The
Company further reserves the right to transfer you from one shift to another, depending upon the exigencies of work.
 
You shall devote your whole time and attention to your duties with the Company and will not directly or indirectly,
for any part of your time carry on any business or occupation or enter in any capacity, the employment of or
association in business for profit or otherwise, with any firm, company or person without the prior written consent of
the Company.
 
You shall abide by all the applicable policies, rules, regulations, procedures and practices of the Company, as may be
amended, from time to time and comply with all applicable Laws. Any violation of or failure to comply with or abide
by the same shall be deemed to constitute an act of misconduct.
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HDB Financial Services Limited
2nd Floor, Wilson House,
Old Nagardas Road,
Near Amboli Subway,
Andheri East, Mumbai - 400069
Tel. : 022 - 7945 5000
Email : hdb.hrcompliance@hdbfs.com
Web : www.hdbfs.com
CIN - U65993GJ2007PLC051028

Registered Office : Radhika, 2nd Floor, Law Garden Road, Navrangpura, Ahmedabad-380 009.



e)

f)

g)

h)

i)

j)

k)

l)

You will be responsible for the safe keeping and return in good condition and order, of any properties and / or assets
which may be entrusted to you by the Company. The Company shall have the right to deduct the money value of all
such properties and / or other assets from your dues and take such other action as it may deem proper in the event of
your failure to account for such properties to the Company’s satisfaction.
 
You shall not, during your employment with the Company or at any time thereafter, discuss, divulge, or make
public, directly or indirectly, to any individual, firm, company or person of any nature whatsoever, any information,
processes, policies, documents, research, development, finances, properties, contracts, methods, trade secrets,
transactions, or generally in relation to the business and affairs of the Company (including its subsidiaries and
associate companies) or its clients, customers, employees, management, or business associates, which you may
acquire during the course of, or which may otherwise come to your knowledge or possession during the course of
your employment with the Company.
 
This letter of appointment can be terminated by either party by giving One month's notice in writing. It is clarified
that, in the event of a termination of this Agreement by you, the decision whether or not to accept salary in lieu of the
notice period will rest solely with the Company and you may be required to serve the applicable notice period
instead of paying to the Company an amount equivalent to your salary in lieu thereof. The Company may, at its sole
discretion, require you to proceed on leave during your notice period. Upon the termination of this letter of
appointment, you will be required to comply with the Company’s exit formalities.
 
If at any time, you are found to be overstaying your sanctioned leave or are absent from work without permission for
a period exceeding 5 (five) consecutive days or are found to be habitually absent or are otherwise found guilty of
dishonesty, disobedience, fraud, insubordination, riotous and disorderly behaviour, negligence, indiscipline or any
other act of misconduct (as determined by the Company in its sole discretion), then the Company will be entitled to
terminate your services with immediate effect without giving you a notice or salary in lieu thereof.
 
Nothing contained herein constitutes a guarantee of employment. Your performance shall continuously be evaluated
by the Company. If you are found to be incompetent in the discharge of your duty or do not meet the productivity
norms, your services shall be terminated. The Company reserves the sole right to terminate your employment on
grounds of performance not being up to expected standards. The final decision of the management in this regard
shall be final.
 
Notwithstanding anything contained in the above paragraphs, your services may be terminated by the organization
if you are found to be indulging in acts of commission / omission which may be prejudicial to the interest of the
organization, or any act of dishonesty, disobedience, insubordination or any other misconduct or neglect of duty or
incompetence in discharge of duty on your part.
 
In the event of any allegation of misconduct against you, the Company will initiate disciplinary proceedings against
you as per its rules in this regard.
 
You will keep the Company informed of any change in your residential address or in any of the other information
pertaining to you as provided to the Company. All communication sent by the Company on the address registered in
our records, will be construed as communication served on you.
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m)

n)

o)

p)

q)

r)

s)

t)

You will retire from the employment of the Company on your completing 60 (Sixty) years of age. It will be necessary
for you to produce proper proof of your age within 7 (seven) days on receipt of this letter as may be required by the
Company.
 
This letter of appointment shall be governed by and construed in accordance with the laws of India. The terms and
conditions set out in this letter of appointment constitute service conditions applicable to your employment in the
organization and any dispute arising out of this letter of appointment or pertaining to your employment shall be
subject to the exclusive jurisdiction of the courts of Mumbai.
 
You shall comply with the data protection policy of the Company when handling personal data in the course of your
employment with the Company including personal data relating to any employee, customer, client or agent of the
Company or any of its affiliates and you shall promptly report any breaches or anticipated breaches of the same.
 
You consent to the Company, its affiliates processing data relating to you for legal, personnel, administrative and
management purposes and in particular to the processing of any “sensitive personal data or information” (as defined
in the policies of the Company). The Company may make such information available to any of its affiliates, those
who provide products or services to the Company or any of its affiliates (such as advisers and payroll
administrators), regulatory authorities, potential purchasers of the Company or the business in which you work, and
as may be required by law. You also consent to the Company carrying out the above activities and other similar
classes of activities prior to, during and after the termination of your employment with the Company, provided that
such activities are carried out in a lawful manner and for legitimate purposes.
 
If at any time during your employment you make, develop, discover or participate in the making or discovery of any
“Intellectual Property Rights”(as defined in the policies of the Company) relating to or capable of being used in the
business being carried on by the Company or any of its affiliates, such Intellectual Property Rights shall be the
absolute property of the Company. At the request of the Company you shall execute all such documents and do all
acts, matters and things which may be necessary or desirable for obtaining registration or other protection for the
Intellectual Property Rights as may be specified by the Company.
 
You hereby acknowledge and undertake that you do not have and shall not have at any point of time, any
ownership, interest, right or title in the Intellectual Property Rights nor will you claim any ownership, interest, right
or title in the Intellectual Property Rights or brand forming part of the business of the Company or any of its
affiliates.
 
You shall not, at any time during the course of your employment and any time after the termination of your
employment with the Company, make any statement, representation,  post commentary, content or image or
communicate in writing, orally or otherwise or take any action directly or indirectly in public or private, in any
manner or through any medium whatsoever including but not limited to newspaper, social media, e-mail, SMS,
internet, blog, social networking websites etc., which may directly or indirectly, defame or disparage the image,
credibility, good name, goodwill and reputation of the Company or any of its officers, directors, employees, agents,
consultants, representatives etc. or create an hostile work environment.
 
Your appointment will be subject to the organization receiving satisfactory references and Contact Point verification
report.
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u)

v)

a)
b)
c)
d)

Any variation of the above terms and conditions will not be valid until expressly made in writing by the Company.
 
This letter of appointment (together with all its annexures) shall supersede all prior, oral or written agreements or
communications, formal or informal, in relation to your employment with the Company.
 

As your acceptance to these terms of employment, please sign the duplicate copy of this letter of appointment in the
space provided below and return the same to us.
 
You are requested to join no later than June 14, 2022.
 
Kindly arrange to bring self-attested copies of the following documents along with their originals for verification on the
date of your joining:
 

Copy of Educational Certificates and Marksheets (Xth, XIIth, Graduation, Post Graduation)
Proof of date of birth (Copy of driving license, Voter ID, Passport)
Duly signed duplicate copy of Appointment Letter
Copy of Pan Card and Aadhaar Card (Both documents are required for Salary processing)
 

You will be required to complete the Company's prescribed joining formalities within 3 (three) working days from the
date of your joining and submit the same to the Human Resources Department for necessary processing of your Salary.
 
Yours Sincerely,
For HDB Financial Services Ltd.

Smily Mehra
HBL Global - a division of HDB Financial Services Limited.
 
AGREED AND ACCEPTED
 
 
 
_____________________________________
Mr.Vajir Mahibub Patel
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Annexure A

 

 
 
 
I accept the terms and conditions as mentioned in the Appointment letter.
 
 
 
_____________________________________
Mr.Vajir Mahibub Patel

Compensation Breakup

Name MR.VAJIR MAHIBUB PATEL

Role Sales Executive

Grade G7

Location Solapur

Annual Compensation Break up HDBFS Monthly

Basic 99,756 8,313

HRA 39,900 3,325

Conveyance Allowance 19,944 1,662

Provident Fund (Employer's contribution) 14,364 1,197

Gross Salary  (A) 1,73,964 14,497

ESIC (Employer's contribution)----(B) 4,539 378

Gratuity----------- (C) 4,798 400

Total Fixed Compensation (D=A+B+C) 1,83,301 15,275

Note:

This Offer is subject to positive Contact Point Verification, Reference checks &
CIBIL/SAS check. Your consent for candidature of the company will be considered as
consent for accessing your CIBIL report.

Employee and Employer’s contribution towards ESI will be 0.75% & 3.25%
respectively

You will be entitled to Performance Incentive Plan as per Company Policy

Gratuity is as per “The Payment of Gratuity Act”.

You will be covered under Group Personal Accident Insurance as per policy of the
Organization

Ref:HDBFS/22-23/HRIC325672/Appt/V29136



 

1.

2.

 
                                                                                                                                                                                          Offer ref # V29136
 

 
 

 
Declaration and Nomination Form under the Employees Provident Funds

and Employees Pension Scheme
 

(Paragraph 33 & 61 (1) of the Employees Provident Funds Scheme, 1952 and
Para 18 of the Employees Pension Scheme, 1995)

 

 
PART - A (EPF)

 
I hereby nominate the persons(s) / cancel the nomination made by me previously and nominate the person(s), mentioned below to receive the amount
standing to my credit in the Employees Provident Fund in the event my death.
 

 
 * Certificate that I have no family as defined in para 2 (g) of the Employees Provident Funds Scheme, 1952 and should I acquire a family thereafter
the above nomination should be deemed as cancelled.
 * Certified that my father / mother is / are dependent upon me.

(*) Strike out whichever is not applicable.
 
 
 
 
 
                                                                                                                                                                                      X   ________________________________________________________
                                                                                                                                                                                            SIGNATURE OR THUMB IMPRESSION THE SUBSCRIBER
 
 

SPECIMEN FORM 2 (REVISED)

NOMINATION & DECLARATION FORM GROUP No. :

FOR UNEXEMPTED / EXEMPTED ESTABLISHMENTS Office :

     1. NAME (in block letters ) : Vajir Mahibub Patel

     2. FATHER'S / HUSBAND'S NAME : Mahibub  Patel

     3. DATE OF BIRTH : 01-Jun-1999

     4. SEX : Male

     5. MARITAL STATUS : Single

     6. ACCOUNT NO : MH / BAN / 49611

     7. ADDRESS : At Post Alage,

Tq Akkalkot,

Solapur - 413219

Name & Address of the Nominee(s) Nominee's relationship with
the member Date of Birth

Total amount or
share of

accumulation in PF
to be paid in each

nominee

If the nominee is minor, name & relationship &
add. of the guardian who may receive the

amount during minority of nominee

(1) (2) (3) (4) (5)

Mahibub Abbasali Patel, At Post Alage, Tq
Akkalkot, Solapur- 413219

Father 01 - Jan - 1974 50 No

Halima Maibub Patel, At Post Alage, Tq Akkalkot,
Solapur- 413219

Mother 01 - Jan - 1976 50 No
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PART - B (EPS)
 Para 18

I hereby furnish below particulars of the members of my family who would be eligible to receive widow / children Pension in the event of my death.
 

 
**Certified that I have no family, as defined in para 2 (vii) of the Employees Pension Scheme, 1995 and should I acquire a family here after I shall
furnish particulars thereon in the above form.
I hereby nominate the following person for receiving the monthly family pension (admissible under para 16 (2) (i) and (ii) in the event of my death
without leaving and eligible family member/s for receiving pension.
 

 
Date : 30-May-2022                                                                                                                                                         X
_________________________                                                                                                                            _________________________________________________________________
  (*) Strike out whichever is not applicable                                                                                                              SIGNATURE OR THUMB IMPRESSION THE SUBSCRIBER
_______________________________________________________________________________________________________________________________________________________

Place : __________________                                                                                                                                                                     Authorized Signatory
Date :                                                                                                                                      ________________________________________________________________________________
                                                                                                                                                        Signature of the Employer's OR other Authorised Officer's the Establishments
                                                                                                                                                                                         Signature with Designation

                                                                                                                                                HDB Financial Services Ltd
                                                                                                                                                                                         Ground Floor, Zenith House, Keshavrao Khadye Marg,
                                                                                                                                                                                         Opp.Race Course, Mahalaxmi, Mumbai - 400034.

Sr. No. Name & Address of the family member/s Date of Birth Relationship with Member

(1) (2) (3) (4)

1 Mahibub Abbasali Patel, At Post Alage, Tq Akkalkot, Solapur- 413219 01 - Jan - 1974 Father

2 Halima Maibub Patel, At Post Alage, Tq Akkalkot, Solapur- 413219 01 - Jan - 1976 Mother

Name of the Nominee Address Date of Birth Relationship with
Member

(1) (2) (3) (4)

Mahibub Abbasali Patel At Post Alage, Tq Akkalkot, Solapur- 413219 01 - Jan - 1974 Father

Halima Maibub Patel At Post Alage, Tq Akkalkot, Solapur- 413219 01 - Jan - 1976 Mother

CERTIFICATE BY EMPLOYER

CERTIFICATE that the above declaration and nomination has been signed / thumb impressed before me.

by Shri / Smt. / Miss. ________________________________________________________________________________________________ employed in my / our establishment
after he / she has read the entire / the entries have been read over to him / her by me and confirmed by him her

For HDB Financial Services Limited



 

1.

2.

3.

4.

5.

6.
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UNDER THE PAYMENT OF GRATUITY ACT, 1992.
&

THE PAYMENT OF GRATUITY (MAHARASHTRA) RULE, 1972
 

FORM 'F'
(See Sub-Rule (i) of rule (6)

 
Nomination

 
To
M/s HDB Financial Services Limited
Ground Floor, Zenith House,
Keshavrao Khadye Marg,
Opp.Race Course, Mahalaxmi
Mumbai - 400034.

 
Shri / Shrimati / Kumari VAJIR MAHIBUB PATEL whose particulars are given in the statement below hereby nominate the person(s)
mentioned below to receive the gratuity payable after my death as also the gratuity standing to my credit in the event of my death before that
amount has become payable, or having become payable has not been paid and direct that the said amount of gratuity shall be paid in
proportion indicated against the name(s) of the nominee(s).
 
I hereby certify that the person(s) mentioned is / are member(s) of my family within the meaning of clause (h) of section 2 of the Payment of
Gratuity Act, 1972.
 
I hereby declare that I have no family within the meaning of clause (h) of section (2) of the said Act.
 
(a) My father / mother / parents is / are not dependent on me.
 (b) My husband's father / mother / parents is / are not dependent on my husband.
 
I have excluded my husband from my family by a notice dated the to the controlling authority in terms of the provison to clause(s) of section
2 of the said Act.
 
Nomination made herein invalidates my previous nomination.

 
 

 
 
 
 
 
 
 
 

NOMINEE (S)

Sr. No. Name If Full address of the nominee(s) - (1) Relationship with the
Employee (2)

Age of the Nominee
(3)

Proportion by which the
gratuity will be shared (4)

1 Mahibub Abbasali Patel,At Post Alage, Tq Akkalkot, Solapur-
413219 Father 01 - Jan - 1974 50

2 HALIMA MAIBUB PATEL,At Post Alage, Tq Akkalkot,
Solapur- 413219 Mother 01 - Jan - 1976 50

3

4

5

6
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   Place : SOLAPUR                                                                                                                                          X ____________________________________________
   Date  : 30-May-2022                                                                                                                                               Signature/Thumb impression of the employee

 

 
 
 

 

Statement

1 Religion Islam

2 Sex. Male

3 Name of employee in full. Vajir Mahibub Patel

4 Whether married/unmarried/widow Single

5 Department/Branch/Section where
employed

SOLAPUR

6 Post held with Ticket or Serial Number if any. Sales Executive

7 Date of appointment. 30-May-2022

8 Permanent address. At Post Alage, Tq Akkalkot, Solapur - 413219

Village Thana Sub-division

Post Office District State

Declaration by witnesses

I declare that the Nomination has been signed/thumb impressed before me.

Name in full Signature of Witnesses. Address of witnesses

1. ___________________________________________ 1. ______________________________________

2. ___________________________________________ 2. ______________________________________

Place : SOLAPUR Place : SOLAPUR

Certificate by the employer

Certified that the particulars of the above nomination have been verified and recorded in this establishment.

Employer's References No., If any.

Designation For HDB Financial Services Limited

Authorized Signatory

HDB Financial Services Ltd

 Ground Floor, Zenith House,
 Keshavrao Khadye Marg
 Opp.Race Course, Mahalaxmi
 Mumbai - 400034.

__________________________________________________

  Signature/Thumb impression of the Authorized Signatory

Acknowledgement by the employee

Received the duplicate copy of nomination in Form 'F' filed by me and duly certified by the employer.

                    X

Date _______________________                                         ___________________________

                                        Signature of the employee

Note : Strike out the words and paragraphs not applicable.



 

(a)

(b)

a)

b)

c)

d)

a)

b)

c)

d) Validity of passport [(DD/MM/YYYY) to (DD/MM/YYYY)] ToFrom

Passport No.

If yes, state country of origin

(India/Name of other country)13

International Worker: Yes No

Date of exit 

(DD/MM/YYYY)

Scheme 

Certificate 

No. (if 

issued)

Non Contri- 

butory 

Period (NCP) 

Days

12

Previous employment details [if Yes to 9 &/or 10 above] - For Exempted Trusts

Establishment Name & 

Address

Universal Account 

Number

Member EPS 

A/C Number

Date of joining 

(DD/MM/YYYY)

Date of joining 

(DD/MM/YYYY)

Date of exit 

(DD/MM/YYYY)

Scheme 

Certificate 

No. (if 

issued)

PPO 

Number (if 

issued)

Non Contri- 

butory Period 

(NCP) Days

11

Previous employment details [if Yes to 9 &/or 10 above] - Un-exempted

Establishment 

Name & Address 

Universal Account 

Number

PF Account 

Number

10
Whether earlier a member of Employees' Pension 

Scheme, 1995 ?
Yes No

No9
Whether earlier a member of Employees' Provident 

Fund Scheme, 1952 ?
Yes

AADHAAR Number:

Permanent Account No. (PAN), if available

8

KYC Details (attach self attested copies of following KYCs)

Bank Account No.:

IFS Code of the branch:

7
Present employment details:

Date of joining in the current establishment (DD/MM/YYYY)

6
Email Id:

Mobile No.:

5 Marital Status(Married/Unmarried/Widow/Widower/Divorcee)

4 Gender: (Male/Female/Transgender)

3 Date of Birth (DD/MM/YYYY)

2

Fathers' Name

Spouse's Name

1 Name of the Member

Employees' Pension Scheme, 1995 (Paragraph 24)

(Declaration by a person taking up employment in an establishment on which EPFS 1952 and/or EPS 1995 is applicable)

www.epfindia.com 
Composite Declaration Form Form -11

(To be retained by the Employer for future reference)  

EMPLOYEES' PROVIDENT FUND ORGANIZATION

Employees' Provident Funds Scheme, 1952 (Paragraph 34 & 57) &

Vajir Mahibub Patel

Mahibub  Patel

01/06/1999
Male
Unmarried
vajirpatel07@gmail.com

30/05/2022

✔

7219087853

35149949030
SBIN0004653
989987192638

EOMPP2005A
✔

✔

✔

V29136



1)

2)

3)

4)

A.

B.

 ●

C.

 ●

Date: Signature of Employer with Seal of Establishment

* Auto transfer of previous PF account would be possible in respect of Addhaar verified employees only. Other employees to fill physical claim (Form-13) for

transfer of account from pervious establishment.

The previous Account of the member is not Aadhaar verified and hence physical transfer form shall be initiated.

In case the person was earlier a member of EPF Scheme, 1952 and EPS, 1995:

Please Tick the Appropriate Option:

The KYC details of the above member in the UAN database have been approved with E-sign/Digital Signature Certificate and 

transfer request has been generated on portal.

Have not been uploaded

Have been uploaded but not approved

Have been uploaded and approved with DSC.e-sign

In case the person was earlier not a member of EPF Scheme, 1952 and EPS, 1995:

Please Tick the Appropriate Option:

The KYC details of the above member in the UAN database

and has been allotted PF Number and UAN

DECLARATION BY PRESENT EMPLOYER

The member Mr./Ms./Mrs. has joined on

Date:

Place: Signature of the Member

I authorize EPFO to use my Aadhaar for verification/authentication/eKYC purpose for service delivery.

Kindly transfer the funds and service details, if applicable, from the previous PF account as declared above to the present PF Account as 

I am an Aadhaar verified employee in my previous PF Account *

In case of changes in above details, the same will be intimated to employer at the earliest.

UNDERTAKING

Certified that the particulars are true to the best of my knowledge.

30-May-2022
Solapur



 
?kks"k.kk i=k DECLARATION FORM

?kks"k.kk i=k deZpkjh }kjk Hkjk tk,xkA QkeZ ds LkkFk iksLVdkMZ vkdkj ds nks QksVksxzkQ Hkh yxk, tkus pkfg,A QkeZ Hkjus ls igys
ihB i`"B ij nh xbZ fgnk;rksa dks Hkyh&Hkkafr i<+ ysuk pkfg,A ;g QkeZ fu%'kqYd gSA

To be filled by employee after reading instruction overleaf. Two Postcard Size phtographs to be attached with the

form. This form is free of cost.

¼d½ chekÑr O;fDr ds fooj.k ¼[k½ fu;kstd ds fooj.k
(A) INSURED PERSON'S PARTICULARS (B) EMPLOYER'S PARTICULARS

QkeZ&1@Form-1

1- chek la[;k@Insurance No.

2- uke ¼Li"V v{kjks esa½
Name in block letters

3- firk@ifr dk uke
Father's/Husband's Name

4- tUe dh frfFk fnu eghuk o"kZ 5- oSokfgd fookfgr@
Date of Birth Day Month Year izkfLFkfr vfookfgr

Marital fo/kok
Status M/U/W

6-fyax@Sex iq-e-/M.F.

7- orZeku irk@Present Address 8- LFkk;h irk@Permanent Address

______________________ ______________________
______________________ ______________________
______________________ ______________________

VsyhQksu uEcj@bZ&esy irk@ VsyhQksu uEcj@bZ&esy irk@

'kk[kk dk;kZy; vkS"k/kky;
Branch Office Dispensary

9- fu;kstd dh dwV la[;k
Employer's Code No.

10- fu;qfDr dh rkjh[k fnu eghuk o"kZ
Date of Appointment Day Month Year

11- fu;kstd dk uke vkSj irk@Name & Address of the Employer

__________________________________________________

__________________________________________________

__________________________________________________

12- ;fn igys fu;kstu esa jgs gSa rks Ñi;k fuEufyf[kr C;kSjs nhft,
In case of any previous employment please fill up the details as under.

¼d½ fiNyh chek la[;k
(a) Previous Ins. No.

¼[k½ fu;kstd dwV la[;k
(b) Employer's Code No.

¼x½ fu;kstd dk uke o irk
(c) Name & Address of the Employer

VsyhQksu uEcj@bZ&esy irk@e-mail address

¼d½ e`R;q dh fLFkfr esa udn fgrykHk ds Hkqxrku ds fy, d-jk-ch- vf/kfu;e] 1948 dh /kkjk 71@d-jk-ch- ¼dsUnzh;½ fu;e] 1950 ds fu;e 56¼2½ ds varxZr ukfer ds C;kSjsA

(c) Details of Nominee u/s 71 of ESI Act 1948/Rule-56(2) of ESI (Central) Rules, 1950 for payment of cash benefit in the event of death.

uke@Name ukrsnkjh@Relationship irk@Address

eSa ,rn~}kjk ?kks"k.kk djrk@djrh gwa fd esjs }kjk izLrqr fd, x, fooj.k esjh tkudkjh vkSj fo'okl ds vuqlkj lgh gSA eSa vius ifjokj ds lnL;ksa esa gq, ifjorZu dh lwpuk
15 fnu ds Hkhrj izLrqr djus dk opu Hkh nsrk gwa@nsrh gwaA

I hereby decalare that the particulars given by me are correct to the best of my knowledge and belief. I undertake to intimate the corporation any

changes in the membership of my family within 15 days of such change.

fu;kstd ds izfrgLrk{kj chekÑr O;fDr ds gLrk{kj@vaxwBk fu'kku
Counter signature by the employer Signature /T.I.of IP.

lhy lfgr gLrk{kj

Signature with seal

¼?k½ chekÑr O;fDr ds ifjtuksa dk fooj.k
(D) Family Particulars of Insured person

Ø-la- uke QkeZ Hkjus dh rkjh[k deZpkjh ds lkFk ukrsnkjh D;k muds lkFk jg ;fn ugha rks vkokl
SI. No. Name dks vk;q@tUe&rkjh[k Relationship with the jgs gSa\ crk,a dk LFkku n'kkZ,a

Date of Birth/Age as on Employee Whether residing If' No' state Place of

date of filling form with him/her. Residence

d-jk-ch- fuxe vLFkk;h igpku i=k ¼fu;qfDr dh rkjh[k ls 3 eghus rd oS/k½

ESI Corporation Temporary Identity Card (Valid for 3 month from the date of appointment)

uke@Name

chek la[;k@Ins. No. fu;qfDr dh rkjh[k@Date 
of appointment

'kk[kk dk;kZy; vkS"k/kky;
Branch Office Dispensary

fu;kstd dh dwV la[;k o irk
Employer's Code No. & Address

oS/krk
Validity

rkjh[k chekÑr O;fDr ds gLrk{kj@vaxwBs dk fu'kku lhy lfgr 'kk[kk izca/kd ds gLrk{kj
Dated Signature/T.I. of I.P. Signature of B.M. with seal

gk¡@Yes ugha@No dLck@Town jkT;@State

fiu dksM
Pin Code

fiu dksM
Pin Code

QksVks ds fy, LFkku
(Space for photograph)

Offer Ref #

X

X

V29136

Vajir Mahibub Patel

Vajir Mahibub Patel

30 05 2022Mahibub  Patel

✔

✔
01 06 99

At Post Alage At Post Alage
Tq Akkalkot Tq Akkalkot
Solapur,Maharashtra Solapur,Maharashtra

14 23 1 9 14 3 2 1 9

vajirpatel07@gmail.com 7219087853

NA

NA

NA

NA

HALIMA MAIBUB PATEL Mother At Post Alage,Tq Akkalkot,Solapur,413219

1 HALIMA MAIBUB PATEL 01-01-1976 Mother Yes
2 Mahibub Abbasali Patel 01-01-1974 Father Yes

30-05-2022



vuqns'kvuqns'kvuqns'kvuqns'kvuqns'k
INSTRUCTIONS

1- QkeZ&1 dk izs"k.k d-jk-ch- ¼lk/kkj.k½ fofu;e] 1950 ds fofu;e 11 o 12 ds varxZr fofu;fer fd;k tkrk gSA
Submission of Form-I is governed by regulation 11 & 12 of ESI (General) Regulations, 1950

2- ßdqVqEcÞ ls fdlh chekÑr O;fDr ds fuEufyf[kr lHkh vFkok dksbZ ukrsnkj vfHkizsr gS%&
vFkkZr~%& ¼1½ fookfgrh ¼2½ chekÑr O;fDr ij vkfJr dksbZ /keZt ;k nÙkd vo;Ld vkfJr ckyd] ¼3½ dksbZ ckyd tks chekÑr O;fDr
ds miktZuksa ij iw.kZr% vkfJr gS rFkk tks ¼d½ f'k{kk izkIr dj jgk gS] muds 21 o"Z dh vk;q izkIr dj ysus rd ¼[k½ dksbZ vfookfgr iq=kh]
¼4½ dksbZ ckyd tks fdlh 'kkjhfjd vFkok ekufld vilkekU;rk ;k pksV ds dkj.k f'kfFkykax gS rFkk f'kfFkykaxrk jgus rd chekÑr O;fDr
ds miktZuksa ij iw.kZr% vkfJr gS] ¼5½ vkfJr ekrk&firk] ¼C;ksjs gsrq d-jk-ch- vf/kfu;e] 1948 dh /kkjk 2 ds [kaM 11 dks ns[ksa½A

�Family� means all or any of the following relatives of an Insured Person namely:-

(i) a spouse (ii) a minor legitimate or adopted child dependant upon the I.P.; (iii) a child who is wholly dependant on the

earnings of the I.P.  and who is (a) receiving education, till he or she attains the age of 21 years (b) an unmarried daughter;

(iv) a child who is infirm by reason of any physcial or mental abnormality or injury and is wholly dependant on the earnings

of the I.P. so long as the infirmity continues; (v) dependant parents (Please see Section 2 clause 11 of the ESI Act 1948 for

details.

3 igpku&i=k vgLrkUrj.kh; gSA
Identity Card is Non-Transferable.

4- igpku&i=k ds xqe gksus dh fLFkfr esa fu;kstd@'kk[kk izca/kd dks rRdky lwfpr fd;k tk,A
Loss of Identity Card be reported to Employer/Branch Manager immediately.

5- fdlh izdkj dh xyr lwpuk nsus dh fLFkfr esa d-jk-ch- vf/kfu;e] 1948 dh /kkjk&84 ds rgr dkuwuh dk;Zokgh dh tk ldrh gSA
Submission of false information attracts penal action Under Section 84 of ESI Act. 1948.

6- ubZ fu;qfDr dh fLFkfr esa Hkyh&Hkkafr Hkjk gqvk ;g QkeZ fu;qfDr ds nl fnu ds Hkhrj lacaf/kr 'kk[kk dk;kZy; esa vo'; gh izLrqr fd;k
tkuk pkfg,A foyEc dh fLFkfr esa fu;kstd ds fo#) /kkjk&85 ds rgr dkuwuh dk;Zokgh dh tk ldrh gSA
This form duly filled in must reach the concerned Branch Office within 10 days of appointment of an Employee. Delay

attracts penal action under Section 85 of the Act, against employer.

7- chekÑr O;fDr gksus ds ukrs vki o vkids ifjokj ds vkfJrtu fpfdRlk fgrykHk izkIr dj ldsaxsA vU; udn fgrykHk gSa] ¼1½ chekjh
fgrykHk ¼2½ vLFkk;h viaxrk fgrykHk ¼3½ LFkk;h viaxrk fgrykHk ¼4½ vkfJrtu fgrykHk ¼5½ izlwfr fgrykHk ¼efgyk deZpkjh ds fy,½A
As an insured person you and your dependant family membes are entitled to full medical care. The other benefits in cash

include (1) Sickness Benefit (2) Temporary Disablement benefit (3) Permanent disablement Benefit (4) Dependants benefit

and (5) Maternity Benefit (in case of woman  employees) subject of fulfillment of contributory cnditions.

8- vf/kd tkudkjh ds fy;s Ñi;k fuxe ds osclkbV dks nsa[ksa ;k 'kk[kk dk;kZy; ;k {ks=kh; dk;kZy; ls laidZ djsaA
For more details please contact website of ESIC at www. esic.org. in. or contact Regional Office or Branch Office.

dsoy 'kk[kk dk;kZy; esa iz;ksx gsrqdsoy 'kk[kk dk;kZy; esa iz;ksx gsrqdsoy 'kk[kk dk;kZy; esa iz;ksx gsrqdsoy 'kk[kk dk;kZy; esa iz;ksx gsrqdsoy 'kk[kk dk;kZy; esa iz;ksx gsrq
For Branch Office Use only

1- chek la[;k vkoaVu dh rkjh[k %
Date of allotment of Ins. No. :_________________________________________

2- vLFkk;h igpku i=k tkjh djus dh rkjh[k %
Date of Issue of T.I.C. :______________________________________________

3- vkS"k/kky; dk uke@la[;k %
Name /No. of Dispensary : ___________________________________________

4- D;k vU;ksU; fpfdRlk O;oLFkk miyC/k gS\ ;fn gkaa] rks mYys[k djsa %
Whether reciprocal Medical arrangements involved. if yes, please indicate :

'kk[kk izcU/kd ds gLrk{kj
Signature of Branch Manager

Ø-la- uke QkeZ Hkjus dh rkjh[k deZpkjh ds lkFk ukrsnkjh D;k muds lkFk jg ;fn ugha] rks vkokl
SI. No. Name dks vk;q@tUe&rkjh[k Relationship with the jgs gSa\ crk,a dk LFkku n'kkZ,a

Date of Birth/Age as on Employee Whether residing If' No, state Place of

date of filling form with him/her. Residence

gk¡@Yes ugha@No dLck@Town jkT;@State

Offer Ref # V29136

1 HALIMA MAIBUB PATEL 01-01-1976 Mother Yes
2 Mahibub Abbasali Patel 01-01-1974 Father Yes



 

a)

b)

c)

d)

 

 
 
May 17, 2022

Ref:HDBFS/22-23/HRIC325657/Appt/T08183
Ms.Tanuja Raju Jagale,
House No-18,
Chitalwar Wasti,
Modi Khana,
Near Kendriya Vidyalay,
Solapur-413001
 
Dear Ms.Tanuja Raju Jagale,

LETTER OF APPOINTMENT
 
Further to your application and subsequent discussions for employment, HDB Financial Services Limited (“Company”)
is pleased to appoint you as SALES EXECUTIVE on the terms and conditions as set out below.
 
Your Total Salary per annum is set out as attached in Annexure A. All remuneration, benefits and perquisites will be
taxed in accordance with the provisions of Income Tax Act, 1961 and any other enactments in force from time to time.
 
Terms and Conditions:
 

Your duties and responsibilities will be explained to you on your joining the Company.
 
Your initial place of posting will be at SOLAPUR. The Company reserves the right to change the duties assigned to
you, transfer you, temporarily or permanently, to any other office / branch, subsidiary or associate of the Company
or to any other place of business of the Company that is in existence or may come into existence at a future date. The
Company further reserves the right to transfer you from one shift to another, depending upon the exigencies of work.
 
You shall devote your whole time and attention to your duties with the Company and will not directly or indirectly,
for any part of your time carry on any business or occupation or enter in any capacity, the employment of or
association in business for profit or otherwise, with any firm, company or person without the prior written consent of
the Company.
 
You shall abide by all the applicable policies, rules, regulations, procedures and practices of the Company, as may be
amended, from time to time and comply with all applicable Laws. Any violation of or failure to comply with or abide
by the same shall be deemed to constitute an act of misconduct.
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HDB Financial Services Limited
2nd Floor, Wilson House,
Old Nagardas Road,
Near Amboli Subway,
Andheri East, Mumbai - 400069
Tel. : 022 - 7945 5000
Email : hdb.hrcompliance@hdbfs.com
Web : www.hdbfs.com
CIN - U65993GJ2007PLC051028

Registered Office : Radhika, 2nd Floor, Law Garden Road, Navrangpura, Ahmedabad-380 009.



e)

f)

g)

h)

i)

j)

k)

l)

 

You will be responsible for the safe keeping and return in good condition and order, of any properties and / or assets
which may be entrusted to you by the Company. The Company shall have the right to deduct the money value of all
such properties and / or other assets from your dues and take such other action as it may deem proper in the event of
your failure to account for such properties to the Company’s satisfaction.
 
You shall not, during your employment with the Company or at any time thereafter, discuss, divulge, or make
public, directly or indirectly, to any individual, firm, company or person of any nature whatsoever, any information,
processes, policies, documents, research, development, finances, properties, contracts, methods, trade secrets,
transactions, or generally in relation to the business and affairs of the Company (including its subsidiaries and
associate companies) or its clients, customers, employees, management, or business associates, which you may
acquire during the course of, or which may otherwise come to your knowledge or possession during the course of
your employment with the Company.
 
This letter of appointment can be terminated by either party by giving One month's notice in writing. It is clarified
that, in the event of a termination of this Agreement by you, the decision whether or not to accept salary in lieu of the
notice period will rest solely with the Company and you may be required to serve the applicable notice period
instead of paying to the Company an amount equivalent to your salary in lieu thereof. The Company may, at its sole
discretion, require you to proceed on leave during your notice period. Upon the termination of this letter of
appointment, you will be required to comply with the Company’s exit formalities.
 
If at any time, you are found to be overstaying your sanctioned leave or are absent from work without permission for
a period exceeding 5 (five) consecutive days or are found to be habitually absent or are otherwise found guilty of
dishonesty, disobedience, fraud, insubordination, riotous and disorderly behaviour, negligence, indiscipline or any
other act of misconduct (as determined by the Company in its sole discretion), then the Company will be entitled to
terminate your services with immediate effect without giving you a notice or salary in lieu thereof.
 
Nothing contained herein constitutes a guarantee of employment. Your performance shall continuously be evaluated
by the Company. If you are found to be incompetent in the discharge of your duty or do not meet the productivity
norms, your services shall be terminated. The Company reserves the sole right to terminate your employment on
grounds of performance not being up to expected standards. The final decision of the management in this regard
shall be final.
 
Notwithstanding anything contained in the above paragraphs, your services may be terminated by the organization
if you are found to be indulging in acts of commission / omission which may be prejudicial to the interest of the
organization, or any act of dishonesty, disobedience, insubordination or any other misconduct or neglect of duty or
incompetence in discharge of duty on your part.
 
In the event of any allegation of misconduct against you, the Company will initiate disciplinary proceedings against
you as per its rules in this regard.
 
You will keep the Company informed of any change in your residential address or in any of the other information
pertaining to you as provided to the Company. All communication sent by the Company on the address registered in
our records, will be construed as communication served on you.
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m)

n)

o)

p)

q)

r)

s)

t)

 

You will retire from the employment of the Company on your completing 60 (Sixty) years of age. It will be necessary
for you to produce proper proof of your age within 7 (seven) days on receipt of this letter as may be required by the
Company.
 
This letter of appointment shall be governed by and construed in accordance with the laws of India. The terms and
conditions set out in this letter of appointment constitute service conditions applicable to your employment in the
organization and any dispute arising out of this letter of appointment or pertaining to your employment shall be
subject to the exclusive jurisdiction of the courts of Mumbai.
 
You shall comply with the data protection policy of the Company when handling personal data in the course of your
employment with the Company including personal data relating to any employee, customer, client or agent of the
Company or any of its affiliates and you shall promptly report any breaches or anticipated breaches of the same.
 
You consent to the Company, its affiliates processing data relating to you for legal, personnel, administrative and
management purposes and in particular to the processing of any “sensitive personal data or information” (as defined
in the policies of the Company). The Company may make such information available to any of its affiliates, those
who provide products or services to the Company or any of its affiliates (such as advisers and payroll
administrators), regulatory authorities, potential purchasers of the Company or the business in which you work, and
as may be required by law. You also consent to the Company carrying out the above activities and other similar
classes of activities prior to, during and after the termination of your employment with the Company, provided that
such activities are carried out in a lawful manner and for legitimate purposes.
 
If at any time during your employment you make, develop, discover or participate in the making or discovery of any
“Intellectual Property Rights”(as defined in the policies of the Company) relating to or capable of being used in the
business being carried on by the Company or any of its affiliates, such Intellectual Property Rights shall be the
absolute property of the Company. At the request of the Company you shall execute all such documents and do all
acts, matters and things which may be necessary or desirable for obtaining registration or other protection for the
Intellectual Property Rights as may be specified by the Company.
 
You hereby acknowledge and undertake that you do not have and shall not have at any point of time, any
ownership, interest, right or title in the Intellectual Property Rights nor will you claim any ownership, interest, right
or title in the Intellectual Property Rights or brand forming part of the business of the Company or any of its
affiliates.
 
You shall not, at any time during the course of your employment and any time after the termination of your
employment with the Company, make any statement, representation,  post commentary, content or image or
communicate in writing, orally or otherwise or take any action directly or indirectly in public or private, in any
manner or through any medium whatsoever including but not limited to newspaper, social media, e-mail, SMS,
internet, blog, social networking websites etc., which may directly or indirectly, defame or disparage the image,
credibility, good name, goodwill and reputation of the Company or any of its officers, directors, employees, agents,
consultants, representatives etc. or create an hostile work environment.
 
Your appointment will be subject to the organization receiving satisfactory references and Contact Point verification
report.
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u)

v)

a)
b)
c)
d)

 

Any variation of the above terms and conditions will not be valid until expressly made in writing by the Company.
 
This letter of appointment (together with all its annexures) shall supersede all prior, oral or written agreements or
communications, formal or informal, in relation to your employment with the Company.
 

As your acceptance to these terms of employment, please sign the duplicate copy of this letter of appointment in the
space provided below and return the same to us.
 
You are requested to join no later than June 1, 2022.
 
Kindly arrange to bring self-attested copies of the following documents along with their originals for verification on the
date of your joining:
 

Copy of Educational Certificates and Marksheets (Xth, XIIth, Graduation, Post Graduation)
Proof of date of birth (Copy of driving license, Voter ID, Passport)
Duly signed duplicate copy of Appointment Letter
Copy of Pan Card and Aadhaar Card (Both documents are required for Salary processing)
 

You will be required to complete the Company's prescribed joining formalities within 3 (three) working days from the
date of your joining and submit the same to the Human Resources Department for necessary processing of your Salary.
 
Yours Sincerely,
For HDB Financial Services Ltd.

Smily Mehra
HBL Global - a division of HDB Financial Services Limited.
 
AGREED AND ACCEPTED
 
 
 
_____________________________________
Ms.Tanuja Raju Jagale
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Annexure A
 

 
 
 
I accept the terms and conditions as mentioned in the Appointment letter.
 
 
 
_____________________________________
Ms.Tanuja Raju Jagale

Compensation Breakup

Name MS.TANUJA RAJU JAGALE

Role Sales Executive

Grade G7

Location Solapur

Annual Compensation Break up HDBFS Monthly

Basic 99,756 8,313

HRA 39,900 3,325

Conveyance Allowance 19,944 1,662

Provident Fund (Employer's contribution) 14,364 1,197

Gross Salary  (A) 1,73,964 14,497

ESIC (Employer's contribution)----(B) 4,539 378

Gratuity----------- (C) 4,798 400

Total Fixed Compensation (D=A+B+C) 1,83,301 15,275

Note:

This Offer is subject to positive Contact Point Verification, Reference checks &
CIBIL/SAS check. Your consent for candidature of the company will be considered as
consent for accessing your CIBIL report.

Employee and Employer’s contribution towards ESI will be 0.75% & 3.25%
respectively

You will be entitled to Performance Incentive Plan as per Company Policy

Gratuity is as per “The Payment of Gratuity Act”.

You will be covered under Group Personal Accident Insurance as per policy of the
Organization

Ref:HDBFS/22-23/HRIC325657/Appt/T08183
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Declaration and Nomination Form under the Employees Provident Funds

and Employees Pension Scheme
 

(Paragraph 33 & 61 (1) of the Employees Provident Funds Scheme, 1952 and
Para 18 of the Employees Pension Scheme, 1995)

 

 
PART - A (EPF)

 
I hereby nominate the persons(s) / cancel the nomination made by me previously and nominate the person(s), mentioned below to receive the amount
standing to my credit in the Employees Provident Fund in the event my death.
 

 
 * Certificate that I have no family as defined in para 2 (g) of the Employees Provident Funds Scheme, 1952 and should I acquire a family thereafter
the above nomination should be deemed as cancelled.
 * Certified that my father / mother is / are dependent upon me.

(*) Strike out whichever is not applicable.
 
 
 
 
 
                                                                                                                                                                                      X   ________________________________________________________
                                                                                                                                                                                            SIGNATURE OR THUMB IMPRESSION THE SUBSCRIBER
 
 

SPECIMEN FORM 2 (REVISED)

NOMINATION & DECLARATION FORM GROUP No. :

FOR UNEXEMPTED / EXEMPTED ESTABLISHMENTS Office :

     1. NAME (in block letters ) : Tanuja Raju Jagale

     2. FATHER'S / HUSBAND'S NAME : Raju

     3. DATE OF BIRTH : 28-Jun-2000

     4. SEX : Female

     5. MARITAL STATUS : Single

     6. ACCOUNT NO : MH / BAN / 49611

     7. ADDRESS : House No-18,

Chitalwar Wasti,

Solapur - 413001

Name & Address of the Nominee(s) Nominee's relationship with
the member Date of Birth

Total amount or
share of

accumulation in PF
to be paid in each

nominee

If the nominee is minor, name & relationship &
add. of the guardian who may receive the

amount during minority of nominee

(1) (2) (3) (4) (5)

Tushar  Raju  Jagale, House No-18, Chitalwar Wasti,
Solapur- 413001

Brother 15 - Aug - 2002 100 No



 
 

                                                                                                                                                                                          Offer ref # T08183

PART - B (EPS)
 Para 18

I hereby furnish below particulars of the members of my family who would be eligible to receive widow / children Pension in the event of my death.
 

 
**Certified that I have no family, as defined in para 2 (vii) of the Employees Pension Scheme, 1995 and should I acquire a family here after I shall
furnish particulars thereon in the above form.
I hereby nominate the following person for receiving the monthly family pension (admissible under para 16 (2) (i) and (ii) in the event of my death
without leaving and eligible family member/s for receiving pension.
 

 
Date : 24-May-2022                                                                                                                                                         X
_________________________                                                                                                                            _________________________________________________________________
  (*) Strike out whichever is not applicable                                                                                                              SIGNATURE OR THUMB IMPRESSION THE SUBSCRIBER
_______________________________________________________________________________________________________________________________________________________

Place : __________________                                                                                                                                                                     Authorized Signatory
Date :                                                                                                                                      ________________________________________________________________________________
                                                                                                                                                        Signature of the Employer's OR other Authorised Officer's the Establishments
                                                                                                                                                                                         Signature with Designation

                                                                                                                                                HDB Financial Services Ltd
                                                                                                                                                                                         Ground Floor, Zenith House, Keshavrao Khadye Marg,
                                                                                                                                                                                         Opp.Race Course, Mahalaxmi, Mumbai - 400034.

Sr. No. Name & Address of the family member/s Date of Birth Relationship with Member

(1) (2) (3) (4)

1 Tushar  Raju  Jagale, House No-18, Chitalwar Wasti, Solapur- 413001 15 - Aug - 2002 Brother

Name of the Nominee Address Date of Birth Relationship with
Member

(1) (2) (3) (4)

Tushar  Raju  Jagale House No-18, Chitalwar Wasti, Solapur- 413001 15 - Aug - 2002 Brother

CERTIFICATE BY EMPLOYER

CERTIFICATE that the above declaration and nomination has been signed / thumb impressed before me.

by Shri / Smt. / Miss. ________________________________________________________________________________________________ employed in my / our establishment
after he / she has read the entire / the entries have been read over to him / her by me and confirmed by him her

For HDB Financial Services Limited



 

1.

2.

3.

4.

5.

6.
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UNDER THE PAYMENT OF GRATUITY ACT, 1992.
&

THE PAYMENT OF GRATUITY (MAHARASHTRA) RULE, 1972
 

FORM 'F'
(See Sub-Rule (i) of rule (6)

 
Nomination

 
To
M/s HDB Financial Services Limited
Ground Floor, Zenith House,
Keshavrao Khadye Marg,
Opp.Race Course, Mahalaxmi
Mumbai - 400034.

 
Shri / Shrimati / Kumari TANUJA RAJU JAGALE whose particulars are given in the statement below hereby nominate the person(s)
mentioned below to receive the gratuity payable after my death as also the gratuity standing to my credit in the event of my death before that
amount has become payable, or having become payable has not been paid and direct that the said amount of gratuity shall be paid in
proportion indicated against the name(s) of the nominee(s).
 
I hereby certify that the person(s) mentioned is / are member(s) of my family within the meaning of clause (h) of section 2 of the Payment of
Gratuity Act, 1972.
 
I hereby declare that I have no family within the meaning of clause (h) of section (2) of the said Act.
 
(a) My father / mother / parents is / are not dependent on me.
 (b) My husband's father / mother / parents is / are not dependent on my husband.
 
I have excluded my husband from my family by a notice dated the to the controlling authority in terms of the provison to clause(s) of section
2 of the said Act.
 
Nomination made herein invalidates my previous nomination.

 
 

 
 
 
 
 
 
 
 

NOMINEE (S)

Sr. No. Name If Full address of the nominee(s) - (1) Relationship with the
Employee (2)

Age of the Nominee
(3)

Proportion by which the
gratuity will be shared (4)

1 Tushar  Raju  Jagale,House No-18, Chitalwar Wasti, Solapur-
413001 Brother 15 - Aug - 2002 100

2

3

4

5

6
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   Place : Solapur 3                                                                                                                                          X ____________________________________________
   Date  : 24-May-2022                                                                                                                                               Signature/Thumb impression of the employee

 

 
 
 

 

Statement

1 Religion Hinduism

2 Sex. Female

3 Name of employee in full. Tanuja Raju Jagale

4 Whether married/unmarried/widow Single

5 Department/Branch/Section where
employed

Solapur 3

6 Post held with Ticket or Serial Number if any. Sales Executive

7 Date of appointment. 24-May-2022

8 Permanent address. House No-18, Chitalwar Wasti, Solapur - 413001

Village Thana Sub-division

Post Office District State

Declaration by witnesses

I declare that the Nomination has been signed/thumb impressed before me.

Name in full Signature of Witnesses. Address of witnesses

1. ___________________________________________ 1. ______________________________________

2. ___________________________________________ 2. ______________________________________

Place : Solapur 3 Place : Solapur 3

Certificate by the employer

Certified that the particulars of the above nomination have been verified and recorded in this establishment.

Employer's References No., If any.

Designation For HDB Financial Services Limited

Authorized Signatory

HDB Financial Services Ltd

 Ground Floor, Zenith House,
 Keshavrao Khadye Marg
 Opp.Race Course, Mahalaxmi
 Mumbai - 400034.

__________________________________________________

  Signature/Thumb impression of the Authorized Signatory

Acknowledgement by the employee

Received the duplicate copy of nomination in Form 'F' filed by me and duly certified by the employer.

                    X

Date _______________________                                         ___________________________

                                        Signature of the employee

Note : Strike out the words and paragraphs not applicable.



 

(a)

(b)

a)

b)

c)

d)

a)

b)

c)

d) Validity of passport [(DD/MM/YYYY) to (DD/MM/YYYY)] ToFrom

Passport No.

If yes, state country of origin

(India/Name of other country)13

International Worker: Yes No

Date of exit 

(DD/MM/YYYY)

Scheme 

Certificate 

No. (if 

issued)

Non Contri- 

butory 

Period (NCP) 

Days

12

Previous employment details [if Yes to 9 &/or 10 above] - For Exempted Trusts

Establishment Name & 

Address

Universal Account 

Number

Member EPS 

A/C Number

Date of joining 

(DD/MM/YYYY)

Date of joining 

(DD/MM/YYYY)

Date of exit 

(DD/MM/YYYY)

Scheme 

Certificate 

No. (if 

issued)

PPO 

Number (if 

issued)

Non Contri- 

butory Period 

(NCP) Days

11

Previous employment details [if Yes to 9 &/or 10 above] - Un-exempted

Establishment 

Name & Address 

Universal Account 

Number

PF Account 

Number

10
Whether earlier a member of Employees' Pension 

Scheme, 1995 ?
Yes No

No9
Whether earlier a member of Employees' Provident 

Fund Scheme, 1952 ?
Yes

AADHAAR Number:

Permanent Account No. (PAN), if available

8

KYC Details (attach self attested copies of following KYCs)

Bank Account No.:

IFS Code of the branch:

7
Present employment details:

Date of joining in the current establishment (DD/MM/YYYY)

6
Email Id:

Mobile No.:

5 Marital Status(Married/Unmarried/Widow/Widower/Divorcee)

4 Gender: (Male/Female/Transgender)

3 Date of Birth (DD/MM/YYYY)

2

Fathers' Name

Spouse's Name

1 Name of the Member

Employees' Pension Scheme, 1995 (Paragraph 24)

(Declaration by a person taking up employment in an establishment on which EPFS 1952 and/or EPS 1995 is applicable)

www.epfindia.com 
Composite Declaration Form Form -11

(To be retained by the Employer for future reference)  

EMPLOYEES' PROVIDENT FUND ORGANIZATION

Employees' Provident Funds Scheme, 1952 (Paragraph 34 & 57) &

Tanuja Raju Jagale

Raju

28/06/2000
Female
Unmarried
tanujajagale123@gmail.com

24/05/2022

✔

8208940466

0705182100144440
bkid0000705
486657746180

CGJPJ1590F
✔

✔

✔

T08183



1)

2)

3)

4)

A.

B.

 ●

C.

 ●

Date: Signature of Employer with Seal of Establishment

* Auto transfer of previous PF account would be possible in respect of Addhaar verified employees only. Other employees to fill physical claim (Form-13) for

transfer of account from pervious establishment.

The previous Account of the member is not Aadhaar verified and hence physical transfer form shall be initiated.

In case the person was earlier a member of EPF Scheme, 1952 and EPS, 1995:

Please Tick the Appropriate Option:

The KYC details of the above member in the UAN database have been approved with E-sign/Digital Signature Certificate and 

transfer request has been generated on portal.

Have not been uploaded

Have been uploaded but not approved

Have been uploaded and approved with DSC.e-sign

In case the person was earlier not a member of EPF Scheme, 1952 and EPS, 1995:

Please Tick the Appropriate Option:

The KYC details of the above member in the UAN database

and has been allotted PF Number and UAN

DECLARATION BY PRESENT EMPLOYER

The member Mr./Ms./Mrs. has joined on

Date:

Place: Signature of the Member

I authorize EPFO to use my Aadhaar for verification/authentication/eKYC purpose for service delivery.

Kindly transfer the funds and service details, if applicable, from the previous PF account as declared above to the present PF Account as 

I am an Aadhaar verified employee in my previous PF Account *

In case of changes in above details, the same will be intimated to employer at the earliest.

UNDERTAKING

Certified that the particulars are true to the best of my knowledge.

24-May-2022
Solapur



 
?kks"k.kk i=k DECLARATION FORM

?kks"k.kk i=k deZpkjh }kjk Hkjk tk,xkA QkeZ ds LkkFk iksLVdkMZ vkdkj ds nks QksVksxzkQ Hkh yxk, tkus pkfg,A QkeZ Hkjus ls igys
ihB i`"B ij nh xbZ fgnk;rksa dks Hkyh&Hkkafr i<+ ysuk pkfg,A ;g QkeZ fu%'kqYd gSA

To be filled by employee after reading instruction overleaf. Two Postcard Size phtographs to be attached with the

form. This form is free of cost.

¼d½ chekÑr O;fDr ds fooj.k ¼[k½ fu;kstd ds fooj.k
(A) INSURED PERSON'S PARTICULARS (B) EMPLOYER'S PARTICULARS

QkeZ&1@Form-1

1- chek la[;k@Insurance No.

2- uke ¼Li"V v{kjks esa½
Name in block letters

3- firk@ifr dk uke
Father's/Husband's Name

4- tUe dh frfFk fnu eghuk o"kZ 5- oSokfgd fookfgr@
Date of Birth Day Month Year izkfLFkfr vfookfgr

Marital fo/kok
Status M/U/W

6-fyax@Sex iq-e-/M.F.

7- orZeku irk@Present Address 8- LFkk;h irk@Permanent Address

______________________ ______________________
______________________ ______________________
______________________ ______________________

VsyhQksu uEcj@bZ&esy irk@ VsyhQksu uEcj@bZ&esy irk@

'kk[kk dk;kZy; vkS"k/kky;
Branch Office Dispensary

9- fu;kstd dh dwV la[;k
Employer's Code No.

10- fu;qfDr dh rkjh[k fnu eghuk o"kZ
Date of Appointment Day Month Year

11- fu;kstd dk uke vkSj irk@Name & Address of the Employer

__________________________________________________

__________________________________________________

__________________________________________________

12- ;fn igys fu;kstu esa jgs gSa rks Ñi;k fuEufyf[kr C;kSjs nhft,
In case of any previous employment please fill up the details as under.

¼d½ fiNyh chek la[;k
(a) Previous Ins. No.

¼[k½ fu;kstd dwV la[;k
(b) Employer's Code No.

¼x½ fu;kstd dk uke o irk
(c) Name & Address of the Employer

VsyhQksu uEcj@bZ&esy irk@e-mail address

¼d½ e`R;q dh fLFkfr esa udn fgrykHk ds Hkqxrku ds fy, d-jk-ch- vf/kfu;e] 1948 dh /kkjk 71@d-jk-ch- ¼dsUnzh;½ fu;e] 1950 ds fu;e 56¼2½ ds varxZr ukfer ds C;kSjsA

(c) Details of Nominee u/s 71 of ESI Act 1948/Rule-56(2) of ESI (Central) Rules, 1950 for payment of cash benefit in the event of death.

uke@Name ukrsnkjh@Relationship irk@Address

eSa ,rn~}kjk ?kks"k.kk djrk@djrh gwa fd esjs }kjk izLrqr fd, x, fooj.k esjh tkudkjh vkSj fo'okl ds vuqlkj lgh gSA eSa vius ifjokj ds lnL;ksa esa gq, ifjorZu dh lwpuk
15 fnu ds Hkhrj izLrqr djus dk opu Hkh nsrk gwa@nsrh gwaA

I hereby decalare that the particulars given by me are correct to the best of my knowledge and belief. I undertake to intimate the corporation any

changes in the membership of my family within 15 days of such change.

fu;kstd ds izfrgLrk{kj chekÑr O;fDr ds gLrk{kj@vaxwBk fu'kku
Counter signature by the employer Signature /T.I.of IP.

lhy lfgr gLrk{kj

Signature with seal

¼?k½ chekÑr O;fDr ds ifjtuksa dk fooj.k
(D) Family Particulars of Insured person

Ø-la- uke QkeZ Hkjus dh rkjh[k deZpkjh ds lkFk ukrsnkjh D;k muds lkFk jg ;fn ugha rks vkokl
SI. No. Name dks vk;q@tUe&rkjh[k Relationship with the jgs gSa\ crk,a dk LFkku n'kkZ,a

Date of Birth/Age as on Employee Whether residing If' No' state Place of

date of filling form with him/her. Residence

d-jk-ch- fuxe vLFkk;h igpku i=k ¼fu;qfDr dh rkjh[k ls 3 eghus rd oS/k½

ESI Corporation Temporary Identity Card (Valid for 3 month from the date of appointment)

uke@Name

chek la[;k@Ins. No. fu;qfDr dh rkjh[k@Date 
of appointment

'kk[kk dk;kZy; vkS"k/kky;
Branch Office Dispensary

fu;kstd dh dwV la[;k o irk
Employer's Code No. & Address

oS/krk
Validity

rkjh[k chekÑr O;fDr ds gLrk{kj@vaxwBs dk fu'kku lhy lfgr 'kk[kk izca/kd ds gLrk{kj
Dated Signature/T.I. of I.P. Signature of B.M. with seal

gk¡@Yes ugha@No dLck@Town jkT;@State

fiu dksM
Pin Code

fiu dksM
Pin Code

QksVks ds fy, LFkku
(Space for photograph)

Offer Ref #

X

X

T08183

Tanuja Raju Jagale

Tanuja Raju Jagale

24 05 2022Raju

✔

✔
28 06 00

House No-18 House No-18
Chitalwar Wasti Chitalwar Wasti
Solapur,Maharashtra Solapur,Maharashtra

14 03 0 1 14 3 0 0 1

tanujajagale123@gmail.com 8208940466

Tushar  Raju  Jagale 11 House No-18,Chitalwar Wasti,Solapur,413001

1 Tushar  Raju  Jagale 15-08-2002 11 Yes

24-05-2022



vuqns'kvuqns'kvuqns'kvuqns'kvuqns'k
INSTRUCTIONS

1- QkeZ&1 dk izs"k.k d-jk-ch- ¼lk/kkj.k½ fofu;e] 1950 ds fofu;e 11 o 12 ds varxZr fofu;fer fd;k tkrk gSA
Submission of Form-I is governed by regulation 11 & 12 of ESI (General) Regulations, 1950

2- ßdqVqEcÞ ls fdlh chekÑr O;fDr ds fuEufyf[kr lHkh vFkok dksbZ ukrsnkj vfHkizsr gS%&
vFkkZr~%& ¼1½ fookfgrh ¼2½ chekÑr O;fDr ij vkfJr dksbZ /keZt ;k nÙkd vo;Ld vkfJr ckyd] ¼3½ dksbZ ckyd tks chekÑr O;fDr
ds miktZuksa ij iw.kZr% vkfJr gS rFkk tks ¼d½ f'k{kk izkIr dj jgk gS] muds 21 o"Z dh vk;q izkIr dj ysus rd ¼[k½ dksbZ vfookfgr iq=kh]
¼4½ dksbZ ckyd tks fdlh 'kkjhfjd vFkok ekufld vilkekU;rk ;k pksV ds dkj.k f'kfFkykax gS rFkk f'kfFkykaxrk jgus rd chekÑr O;fDr
ds miktZuksa ij iw.kZr% vkfJr gS] ¼5½ vkfJr ekrk&firk] ¼C;ksjs gsrq d-jk-ch- vf/kfu;e] 1948 dh /kkjk 2 ds [kaM 11 dks ns[ksa½A

�Family� means all or any of the following relatives of an Insured Person namely:-

(i) a spouse (ii) a minor legitimate or adopted child dependant upon the I.P.; (iii) a child who is wholly dependant on the

earnings of the I.P.  and who is (a) receiving education, till he or she attains the age of 21 years (b) an unmarried daughter;

(iv) a child who is infirm by reason of any physcial or mental abnormality or injury and is wholly dependant on the earnings

of the I.P. so long as the infirmity continues; (v) dependant parents (Please see Section 2 clause 11 of the ESI Act 1948 for

details.

3 igpku&i=k vgLrkUrj.kh; gSA
Identity Card is Non-Transferable.

4- igpku&i=k ds xqe gksus dh fLFkfr esa fu;kstd@'kk[kk izca/kd dks rRdky lwfpr fd;k tk,A
Loss of Identity Card be reported to Employer/Branch Manager immediately.

5- fdlh izdkj dh xyr lwpuk nsus dh fLFkfr esa d-jk-ch- vf/kfu;e] 1948 dh /kkjk&84 ds rgr dkuwuh dk;Zokgh dh tk ldrh gSA
Submission of false information attracts penal action Under Section 84 of ESI Act. 1948.

6- ubZ fu;qfDr dh fLFkfr esa Hkyh&Hkkafr Hkjk gqvk ;g QkeZ fu;qfDr ds nl fnu ds Hkhrj lacaf/kr 'kk[kk dk;kZy; esa vo'; gh izLrqr fd;k
tkuk pkfg,A foyEc dh fLFkfr esa fu;kstd ds fo#) /kkjk&85 ds rgr dkuwuh dk;Zokgh dh tk ldrh gSA
This form duly filled in must reach the concerned Branch Office within 10 days of appointment of an Employee. Delay

attracts penal action under Section 85 of the Act, against employer.

7- chekÑr O;fDr gksus ds ukrs vki o vkids ifjokj ds vkfJrtu fpfdRlk fgrykHk izkIr dj ldsaxsA vU; udn fgrykHk gSa] ¼1½ chekjh
fgrykHk ¼2½ vLFkk;h viaxrk fgrykHk ¼3½ LFkk;h viaxrk fgrykHk ¼4½ vkfJrtu fgrykHk ¼5½ izlwfr fgrykHk ¼efgyk deZpkjh ds fy,½A
As an insured person you and your dependant family membes are entitled to full medical care. The other benefits in cash

include (1) Sickness Benefit (2) Temporary Disablement benefit (3) Permanent disablement Benefit (4) Dependants benefit

and (5) Maternity Benefit (in case of woman  employees) subject of fulfillment of contributory cnditions.

8- vf/kd tkudkjh ds fy;s Ñi;k fuxe ds osclkbV dks nsa[ksa ;k 'kk[kk dk;kZy; ;k {ks=kh; dk;kZy; ls laidZ djsaA
For more details please contact website of ESIC at www. esic.org. in. or contact Regional Office or Branch Office.

dsoy 'kk[kk dk;kZy; esa iz;ksx gsrqdsoy 'kk[kk dk;kZy; esa iz;ksx gsrqdsoy 'kk[kk dk;kZy; esa iz;ksx gsrqdsoy 'kk[kk dk;kZy; esa iz;ksx gsrqdsoy 'kk[kk dk;kZy; esa iz;ksx gsrq
For Branch Office Use only

1- chek la[;k vkoaVu dh rkjh[k %
Date of allotment of Ins. No. :_________________________________________

2- vLFkk;h igpku i=k tkjh djus dh rkjh[k %
Date of Issue of T.I.C. :______________________________________________

3- vkS"k/kky; dk uke@la[;k %
Name /No. of Dispensary : ___________________________________________

4- D;k vU;ksU; fpfdRlk O;oLFkk miyC/k gS\ ;fn gkaa] rks mYys[k djsa %
Whether reciprocal Medical arrangements involved. if yes, please indicate :

'kk[kk izcU/kd ds gLrk{kj
Signature of Branch Manager

Ø-la- uke QkeZ Hkjus dh rkjh[k deZpkjh ds lkFk ukrsnkjh D;k muds lkFk jg ;fn ugha] rks vkokl
SI. No. Name dks vk;q@tUe&rkjh[k Relationship with the jgs gSa\ crk,a dk LFkku n'kkZ,a

Date of Birth/Age as on Employee Whether residing If' No, state Place of

date of filling form with him/her. Residence

gk¡@Yes ugha@No dLck@Town jkT;@State

Offer Ref # T08183

1 Tushar  Raju  Jagale 15-08-2002 11 Yes



 

a)

b)

c)

d)

 

 
 
September 2, 2022

Ref:HDBFS/22-23/HRIC366842/Appt/A60669
Mr.Akshay Kisan Konda,
49/301,
Bapuji Nagar,
Ashok Chowk Road,
Gyansagar Prasala,
Solapur-413003
 
Dear Mr.Akshay Kisan Konda,

LETTER OF APPOINTMENT
 
Further to your application and subsequent discussions for employment, HDB Financial Services Limited (“Company”)
is pleased to appoint you as SALES EXECUTIVE on the terms and conditions as set out below.
 
Your Total Salary per annum is set out as attached in Annexure A. All remuneration, benefits and perquisites will be
taxed in accordance with the provisions of Income Tax Act, 1961 and any other enactments in force from time to time.
 
Terms and Conditions:
 

Your duties and responsibilities will be explained to you on your joining the Company.
 
Your initial place of posting will be at SOLAPUR. The Company reserves the right to change the duties assigned to
you, transfer you, temporarily or permanently, to any other office / branch, subsidiary or associate of the Company
or to any other place of business of the Company that is in existence or may come into existence at a future date. The
Company further reserves the right to transfer you from one shift to another, depending upon the exigencies of work.
 
You shall devote your whole time and attention to your duties with the Company and will not directly or indirectly,
for any part of your time carry on any business or occupation or enter in any capacity, the employment of or
association in business for profit or otherwise, with any firm, company or person without the prior written consent of
the Company.
 
You shall abide by all the applicable policies, rules, regulations, procedures and practices of the Company, as may be
amended, from time to time and comply with all applicable Laws. Any violation of or failure to comply with or abide
by the same shall be deemed to constitute an act of misconduct.
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HDB Financial Services Limited
2nd Floor, Wilson House,
Old Nagardas Road,
Near Amboli Subway,
Andheri East, Mumbai - 400069
Tel. : 022 - 7945 5000
Email : hdb.hrcompliance@hdbfs.com
Web : www.hdbfs.com
CIN - U65993GJ2007PLC051028

Registered Office : Radhika, 2nd Floor, Law Garden Road, Navrangpura, Ahmedabad-380 009.



e)

f)

g)

h)

i)

j)

k)

l)

 

You will be responsible for the safe keeping and return in good condition and order, of any properties and / or assets
which may be entrusted to you by the Company. The Company shall have the right to deduct the money value of all
such properties and / or other assets from your dues and take such other action as it may deem proper in the event of
your failure to account for such properties to the Company’s satisfaction.
 
You shall not, during your employment with the Company or at any time thereafter, discuss, divulge, or make
public, directly or indirectly, to any individual, firm, company or person of any nature whatsoever, any information,
processes, policies, documents, research, development, finances, properties, contracts, methods, trade secrets,
transactions, or generally in relation to the business and affairs of the Company (including its subsidiaries and
associate companies) or its clients, customers, employees, management, or business associates, which you may
acquire during the course of, or which may otherwise come to your knowledge or possession during the course of
your employment with the Company.
 
This letter of appointment can be terminated by either party by giving One month's notice in writing. It is clarified
that, in the event of a termination of this Agreement by you, the decision whether or not to accept salary in lieu of the
notice period will rest solely with the Company and you may be required to serve the applicable notice period
instead of paying to the Company an amount equivalent to your salary in lieu thereof. The Company may, at its sole
discretion, require you to proceed on leave during your notice period. Upon the termination of this letter of
appointment, you will be required to comply with the Company’s exit formalities.
 
If at any time, you are found to be overstaying your sanctioned leave or are absent from work without permission for
a period exceeding 5 (five) consecutive days or are found to be habitually absent or are otherwise found guilty of
dishonesty, disobedience, fraud, insubordination, riotous and disorderly behaviour, negligence, indiscipline or any
other act of misconduct (as determined by the Company in its sole discretion), then the Company will be entitled to
terminate your services with immediate effect without giving you a notice or salary in lieu thereof.
 
Nothing contained herein constitutes a guarantee of employment. Your performance shall continuously be evaluated
by the Company. If you are found to be incompetent in the discharge of your duty or do not meet the productivity
norms, your services shall be terminated. The Company reserves the sole right to terminate your employment on
grounds of performance not being up to expected standards. The final decision of the management in this regard
shall be final.
 
Notwithstanding anything contained in the above paragraphs, your services may be terminated by the organization
if you are found to be indulging in acts of commission / omission which may be prejudicial to the interest of the
organization, or any act of dishonesty, disobedience, insubordination or any other misconduct or neglect of duty or
incompetence in discharge of duty on your part.
 
In the event of any allegation of misconduct against you, the Company will initiate disciplinary proceedings against
you as per its rules in this regard.
 
You will keep the Company informed of any change in your residential address or in any of the other information
pertaining to you as provided to the Company. All communication sent by the Company on the address registered in
our records, will be construed as communication served on you.
 
 
 

Ref:HDBFS/22-23/HRIC366842/Appt/A60669                                                                                                         Page 2 of 5   
 
 



m)

n)

o)

p)

q)

r)

s)

t)

 

You will retire from the employment of the Company on your completing 60 (Sixty) years of age. It will be necessary
for you to produce proper proof of your age within 7 (seven) days on receipt of this letter as may be required by the
Company.
 
This letter of appointment shall be governed by and construed in accordance with the laws of India. The terms and
conditions set out in this letter of appointment constitute service conditions applicable to your employment in the
organization and any dispute arising out of this letter of appointment or pertaining to your employment shall be
subject to the exclusive jurisdiction of the courts of Mumbai.
 
You shall comply with the data protection policy of the Company when handling personal data in the course of your
employment with the Company including personal data relating to any employee, customer, client or agent of the
Company or any of its affiliates and you shall promptly report any breaches or anticipated breaches of the same.
 
You consent to the Company, its affiliates processing data relating to you for legal, personnel, administrative and
management purposes and in particular to the processing of any “sensitive personal data or information” (as defined
in the policies of the Company). The Company may make such information available to any of its affiliates, those
who provide products or services to the Company or any of its affiliates (such as advisers and payroll
administrators), regulatory authorities, potential purchasers of the Company or the business in which you work, and
as may be required by law. You also consent to the Company carrying out the above activities and other similar
classes of activities prior to, during and after the termination of your employment with the Company, provided that
such activities are carried out in a lawful manner and for legitimate purposes.
 
If at any time during your employment you make, develop, discover or participate in the making or discovery of any
“Intellectual Property Rights”(as defined in the policies of the Company) relating to or capable of being used in the
business being carried on by the Company or any of its affiliates, such Intellectual Property Rights shall be the
absolute property of the Company. At the request of the Company you shall execute all such documents and do all
acts, matters and things which may be necessary or desirable for obtaining registration or other protection for the
Intellectual Property Rights as may be specified by the Company.
 
You hereby acknowledge and undertake that you do not have and shall not have at any point of time, any
ownership, interest, right or title in the Intellectual Property Rights nor will you claim any ownership, interest, right
or title in the Intellectual Property Rights or brand forming part of the business of the Company or any of its
affiliates.
 
You shall not, at any time during the course of your employment and any time after the termination of your
employment with the Company, make any statement, representation,  post commentary, content or image or
communicate in writing, orally or otherwise or take any action directly or indirectly in public or private, in any
manner or through any medium whatsoever including but not limited to newspaper, social media, e-mail, SMS,
internet, blog, social networking websites etc., which may directly or indirectly, defame or disparage the image,
credibility, good name, goodwill and reputation of the Company or any of its officers, directors, employees, agents,
consultants, representatives etc. or create an hostile work environment.
 
Your appointment will be subject to the organization receiving satisfactory references and Contact Point verification
report.
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u)

v)

a)
b)
c)
d)

 

Any variation of the above terms and conditions will not be valid until expressly made in writing by the Company.
 
This letter of appointment (together with all its annexures) shall supersede all prior, oral or written agreements or
communications, formal or informal, in relation to your employment with the Company.
 

As your acceptance to these terms of employment, please sign the duplicate copy of this letter of appointment in the
space provided below and return the same to us.
 
You are requested to join no later than September 17, 2022.
 
Kindly arrange to bring self-attested copies of the following documents along with their originals for verification on the
date of your joining:
 

Copy of Educational Certificates and Marksheets (Xth, XIIth, Graduation, Post Graduation)
Proof of date of birth (Copy of driving license, Voter ID, Passport)
Duly signed duplicate copy of Appointment Letter
Copy of Pan Card and Aadhaar Card (Both documents are required for Salary processing)
 

You will be required to complete the Company's prescribed joining formalities within 3 (three) working days from the
date of your joining and submit the same to the Human Resources Department for necessary processing of your Salary.
 
Yours Sincerely,
For HDB Financial Services Ltd.

Smily Mehra
HBL Global - a division of HDB Financial Services Limited.
 
AGREED AND ACCEPTED
 
 
 
_____________________________________
Mr.Akshay Kisan Konda
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Annexure A
 

 
 
 
I accept the terms and conditions as mentioned in the Appointment letter.
 
 
 
_____________________________________
Mr.Akshay Kisan Konda

Compensation Breakup

Name MR.AKSHAY KISAN KONDA

Role Sales Executive

Grade G7

Location Solapur

Annual Compensation Break up HDBFS Monthly

Basic 99,756 8,313

HRA 39,900 3,325

Conveyance Allowance 19,944 1,662

Provident Fund (Employer's contribution) 14,364 1,197

Gross Salary  (A) 1,73,964 14,497

ESIC (Employer's contribution)----(B) 4,539 378

Gratuity----------- (C) 4,798 400

Total Fixed Compensation (D=A+B+C) 1,83,301 15,275

Note:

This Offer is subject to positive Contact Point Verification, Reference checks &
CIBIL/SAS check. Your consent for candidature of the company will be considered as
consent for accessing your CIBIL report.

Employee and Employer’s contribution towards ESI will be 0.75% & 3.25%
respectively

You will be entitled to Performance Incentive Plan as per Company Policy

Gratuity is as per “The Payment of Gratuity Act”.

You will be covered under Group Personal Accident Insurance as per policy of the
Organization

Ref:HDBFS/22-23/HRIC366842/Appt/A60669
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Declaration and Nomination Form under the Employees Provident Funds

and Employees Pension Scheme
 

(Paragraph 33 & 61 (1) of the Employees Provident Funds Scheme, 1952 and
Para 18 of the Employees Pension Scheme, 1995)

 

 
PART - A (EPF)

 
I hereby nominate the persons(s) / cancel the nomination made by me previously and nominate the person(s), mentioned below to receive the amount
standing to my credit in the Employees Provident Fund in the event my death.
 

 
 * Certificate that I have no family as defined in para 2 (g) of the Employees Provident Funds Scheme, 1952 and should I acquire a family thereafter
the above nomination should be deemed as cancelled.
 * Certified that my father / mother is / are dependent upon me.

(*) Strike out whichever is not applicable.
 
 
 
 
 
                                                                                                                                                                                      X   ________________________________________________________
                                                                                                                                                                                            SIGNATURE OR THUMB IMPRESSION THE SUBSCRIBER
 
 

SPECIMEN FORM 2 (REVISED)

NOMINATION & DECLARATION FORM GROUP No. :

FOR UNEXEMPTED / EXEMPTED ESTABLISHMENTS Office :

     1. NAME (in block letters ) : Akshay Kisan Konda

     2. FATHER'S / HUSBAND'S NAME : Kisan

     3. DATE OF BIRTH : 31-Oct-1998

     4. SEX : Male

     5. MARITAL STATUS : Single

     6. ACCOUNT NO : MH / BAN / 49611

     7. ADDRESS : 49/301,

Bapuji Nagar,

Solapur - 413003

Name & Address of the Nominee(s) Nominee's relationship with
the member Date of Birth

Total amount or
share of

accumulation in PF
to be paid in each

nominee

If the nominee is minor, name & relationship &
add. of the guardian who may receive the

amount during minority of nominee

(1) (2) (3) (4) (5)

Pooja Kisan Konda, H No. 3-5-21/A,Veerabhadra
Nagar., Sangareddy

Sister 26 - Jun - 1994 100 No
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PART - B (EPS)
 Para 18

I hereby furnish below particulars of the members of my family who would be eligible to receive widow / children Pension in the event of my death.
 

 
**Certified that I have no family, as defined in para 2 (vii) of the Employees Pension Scheme, 1995 and should I acquire a family here after I shall
furnish particulars thereon in the above form.
I hereby nominate the following person for receiving the monthly family pension (admissible under para 16 (2) (i) and (ii) in the event of my death
without leaving and eligible family member/s for receiving pension.
 

 
Date : 08-Sep-2022                                                                                                                                                         X
_________________________                                                                                                                            _________________________________________________________________
  (*) Strike out whichever is not applicable                                                                                                              SIGNATURE OR THUMB IMPRESSION THE SUBSCRIBER
_______________________________________________________________________________________________________________________________________________________

Place : __________________                                                                                                                                                                     Authorized Signatory
Date :                                                                                                                                      ________________________________________________________________________________
                                                                                                                                                        Signature of the Employer's OR other Authorised Officer's the Establishments
                                                                                                                                                                                         Signature with Designation

                                                                                                                                                HDB Financial Services Ltd
                                                                                                                                                                                         Ground Floor, Zenith House, Keshavrao Khadye Marg,
                                                                                                                                                                                         Opp.Race Course, Mahalaxmi, Mumbai - 400034.

Sr. No. Name & Address of the family member/s Date of Birth Relationship with Member

(1) (2) (3) (4)

1 Pooja Kisan Konda, H No. 3-5-21/A,Veerabhadra Nagar., Sangareddy 26 - Jun - 1994 Sister

Name of the Nominee Address Date of Birth Relationship with
Member

(1) (2) (3) (4)

Pooja Kisan Konda H No. 3-5-21/A,Veerabhadra Nagar., Sangareddy 26 - Jun - 1994 Sister

CERTIFICATE BY EMPLOYER

CERTIFICATE that the above declaration and nomination has been signed / thumb impressed before me.

by Shri / Smt. / Miss. ________________________________________________________________________________________________ employed in my / our establishment
after he / she has read the entire / the entries have been read over to him / her by me and confirmed by him her

For HDB Financial Services Limited



 

1.

2.

3.

4.

5.

6.
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UNDER THE PAYMENT OF GRATUITY ACT, 1992.
&

THE PAYMENT OF GRATUITY (MAHARASHTRA) RULE, 1972
 

FORM 'F'
(See Sub-Rule (i) of rule (6)

 
Nomination

 
To
M/s HDB Financial Services Limited
Ground Floor, Zenith House,
Keshavrao Khadye Marg,
Opp.Race Course, Mahalaxmi
Mumbai - 400034.

 
Shri / Shrimati / Kumari AKSHAY KISAN KONDA whose particulars are given in the statement below hereby nominate the person(s)
mentioned below to receive the gratuity payable after my death as also the gratuity standing to my credit in the event of my death before that
amount has become payable, or having become payable has not been paid and direct that the said amount of gratuity shall be paid in
proportion indicated against the name(s) of the nominee(s).
 
I hereby certify that the person(s) mentioned is / are member(s) of my family within the meaning of clause (h) of section 2 of the Payment of
Gratuity Act, 1972.
 
I hereby declare that I have no family within the meaning of clause (h) of section (2) of the said Act.
 
(a) My father / mother / parents is / are not dependent on me.
 (b) My husband's father / mother / parents is / are not dependent on my husband.
 
I have excluded my husband from my family by a notice dated the to the controlling authority in terms of the provison to clause(s) of section
2 of the said Act.
 
Nomination made herein invalidates my previous nomination.

 
 

 
 
 
 
 
 
 
 

NOMINEE (S)

Sr. No. Name If Full address of the nominee(s) - (1) Relationship with the
Employee (2)

Age of the Nominee
(3)

Proportion by which the
gratuity will be shared (4)

1 POOJA KISAN KONDA,H No. 3-5-21/A,Veerabhadra Nagar.,
Sangareddy Sister 26 - Jun - 1994 100

2

3

4

5

6
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   Place : SOLAPUR                                                                                                                                          X ____________________________________________
   Date  : 08-Sep-2022                                                                                                                                               Signature/Thumb impression of the employee

 

 
 
 

 

Statement

1 Religion Hinduism

2 Sex. Male

3 Name of employee in full. Akshay Kisan Konda

4 Whether married/unmarried/widow Single

5 Department/Branch/Section where
employed

SOLAPUR

6 Post held with Ticket or Serial Number if any. Sales Executive

7 Date of appointment. 08-Sep-2022

8 Permanent address. 49/301, Bapuji Nagar, Solapur - 413003

Village Thana Sub-division

Post Office District State

Declaration by witnesses

I declare that the Nomination has been signed/thumb impressed before me.

Name in full Signature of Witnesses. Address of witnesses

1. ___________________________________________ 1. ______________________________________

2. ___________________________________________ 2. ______________________________________

Place : SOLAPUR Place : SOLAPUR

Certificate by the employer

Certified that the particulars of the above nomination have been verified and recorded in this establishment.

Employer's References No., If any.

Designation For HDB Financial Services Limited

Authorized Signatory

HDB Financial Services Ltd

 Ground Floor, Zenith House,
 Keshavrao Khadye Marg
 Opp.Race Course, Mahalaxmi
 Mumbai - 400034.

__________________________________________________

  Signature/Thumb impression of the Authorized Signatory

Acknowledgement by the employee

Received the duplicate copy of nomination in Form 'F' filed by me and duly certified by the employer.

                    X

Date _______________________                                         ___________________________

                                        Signature of the employee

Note : Strike out the words and paragraphs not applicable.



 

(a)

(b)

a)

b)

c)

d)

a)

b)

c)

d) Validity of passport [(DD/MM/YYYY) to (DD/MM/YYYY)] ToFrom

Passport No.

If yes, state country of origin

(India/Name of other country)13

International Worker: Yes No

Date of exit 

(DD/MM/YYYY)

Scheme 

Certificate 

No. (if 

issued)

Non Contri- 

butory 

Period (NCP) 

Days

12

Previous employment details [if Yes to 9 &/or 10 above] - For Exempted Trusts

Establishment Name & 

Address

Universal Account 

Number

Member EPS 

A/C Number

Date of joining 

(DD/MM/YYYY)

Date of joining 

(DD/MM/YYYY)

Date of exit 

(DD/MM/YYYY)

Scheme 

Certificate 

No. (if 

issued)

PPO 

Number (if 

issued)

Non Contri- 

butory Period 

(NCP) Days

11

Previous employment details [if Yes to 9 &/or 10 above] - Un-exempted

Establishment 

Name & Address 

Universal Account 

Number

PF Account 

Number

10
Whether earlier a member of Employees' Pension 

Scheme, 1995 ?
Yes No

No9
Whether earlier a member of Employees' Provident 

Fund Scheme, 1952 ?
Yes

AADHAAR Number:

Permanent Account No. (PAN), if available

8

KYC Details (attach self attested copies of following KYCs)

Bank Account No.:

IFS Code of the branch:

7
Present employment details:

Date of joining in the current establishment (DD/MM/YYYY)

6
Email Id:

Mobile No.:

5 Marital Status(Married/Unmarried/Widow/Widower/Divorcee)

4 Gender: (Male/Female/Transgender)

3 Date of Birth (DD/MM/YYYY)

2

Fathers' Name

Spouse's Name

1 Name of the Member

Employees' Pension Scheme, 1995 (Paragraph 24)

(Declaration by a person taking up employment in an establishment on which EPFS 1952 and/or EPS 1995 is applicable)

www.epfindia.com 
Composite Declaration Form Form -11

(To be retained by the Employer for future reference)  

EMPLOYEES' PROVIDENT FUND ORGANIZATION

Employees' Provident Funds Scheme, 1952 (Paragraph 34 & 57) &

Akshay Kisan Konda

Kisan

31/10/1998
Male
Unmarried
kondaakshay953@gmail.com

08/09/2022

✔

8830123264

110026217960
CNRB0005033
426719268741

LFDPK6491Q
✔

✔

✔

A60669



1)

2)

3)

4)

A.

B.

 ●

C.

 ●

Date: Signature of Employer with Seal of Establishment

* Auto transfer of previous PF account would be possible in respect of Addhaar verified employees only. Other employees to fill physical claim (Form-13) for

transfer of account from pervious establishment.

The previous Account of the member is not Aadhaar verified and hence physical transfer form shall be initiated.

In case the person was earlier a member of EPF Scheme, 1952 and EPS, 1995:

Please Tick the Appropriate Option:

The KYC details of the above member in the UAN database have been approved with E-sign/Digital Signature Certificate and 

transfer request has been generated on portal.

Have not been uploaded

Have been uploaded but not approved

Have been uploaded and approved with DSC.e-sign

In case the person was earlier not a member of EPF Scheme, 1952 and EPS, 1995:

Please Tick the Appropriate Option:

The KYC details of the above member in the UAN database

and has been allotted PF Number and UAN

DECLARATION BY PRESENT EMPLOYER

The member Mr./Ms./Mrs. has joined on

Date:

Place: Signature of the Member

I authorize EPFO to use my Aadhaar for verification/authentication/eKYC purpose for service delivery.

Kindly transfer the funds and service details, if applicable, from the previous PF account as declared above to the present PF Account as 

I am an Aadhaar verified employee in my previous PF Account *

In case of changes in above details, the same will be intimated to employer at the earliest.

UNDERTAKING

Certified that the particulars are true to the best of my knowledge.

08-Sep-2022
Solapur



 
?kks"k.kk i=k DECLARATION FORM

?kks"k.kk i=k deZpkjh }kjk Hkjk tk,xkA QkeZ ds LkkFk iksLVdkMZ vkdkj ds nks QksVksxzkQ Hkh yxk, tkus pkfg,A QkeZ Hkjus ls igys
ihB i`"B ij nh xbZ fgnk;rksa dks Hkyh&Hkkafr i<+ ysuk pkfg,A ;g QkeZ fu%'kqYd gSA

To be filled by employee after reading instruction overleaf. Two Postcard Size phtographs to be attached with the

form. This form is free of cost.

¼d½ chekÑr O;fDr ds fooj.k ¼[k½ fu;kstd ds fooj.k
(A) INSURED PERSON'S PARTICULARS (B) EMPLOYER'S PARTICULARS

QkeZ&1@Form-1

1- chek la[;k@Insurance No.

2- uke ¼Li"V v{kjks esa½
Name in block letters

3- firk@ifr dk uke
Father's/Husband's Name

4- tUe dh frfFk fnu eghuk o"kZ 5- oSokfgd fookfgr@
Date of Birth Day Month Year izkfLFkfr vfookfgr

Marital fo/kok
Status M/U/W

6-fyax@Sex iq-e-/M.F.

7- orZeku irk@Present Address 8- LFkk;h irk@Permanent Address

______________________ ______________________
______________________ ______________________
______________________ ______________________

VsyhQksu uEcj@bZ&esy irk@ VsyhQksu uEcj@bZ&esy irk@

'kk[kk dk;kZy; vkS"k/kky;
Branch Office Dispensary

9- fu;kstd dh dwV la[;k
Employer's Code No.

10- fu;qfDr dh rkjh[k fnu eghuk o"kZ
Date of Appointment Day Month Year

11- fu;kstd dk uke vkSj irk@Name & Address of the Employer

__________________________________________________

__________________________________________________

__________________________________________________

12- ;fn igys fu;kstu esa jgs gSa rks Ñi;k fuEufyf[kr C;kSjs nhft,
In case of any previous employment please fill up the details as under.

¼d½ fiNyh chek la[;k
(a) Previous Ins. No.

¼[k½ fu;kstd dwV la[;k
(b) Employer's Code No.

¼x½ fu;kstd dk uke o irk
(c) Name & Address of the Employer

VsyhQksu uEcj@bZ&esy irk@e-mail address

¼d½ e`R;q dh fLFkfr esa udn fgrykHk ds Hkqxrku ds fy, d-jk-ch- vf/kfu;e] 1948 dh /kkjk 71@d-jk-ch- ¼dsUnzh;½ fu;e] 1950 ds fu;e 56¼2½ ds varxZr ukfer ds C;kSjsA

(c) Details of Nominee u/s 71 of ESI Act 1948/Rule-56(2) of ESI (Central) Rules, 1950 for payment of cash benefit in the event of death.

uke@Name ukrsnkjh@Relationship irk@Address

eSa ,rn~}kjk ?kks"k.kk djrk@djrh gwa fd esjs }kjk izLrqr fd, x, fooj.k esjh tkudkjh vkSj fo'okl ds vuqlkj lgh gSA eSa vius ifjokj ds lnL;ksa esa gq, ifjorZu dh lwpuk
15 fnu ds Hkhrj izLrqr djus dk opu Hkh nsrk gwa@nsrh gwaA

I hereby decalare that the particulars given by me are correct to the best of my knowledge and belief. I undertake to intimate the corporation any

changes in the membership of my family within 15 days of such change.

fu;kstd ds izfrgLrk{kj chekÑr O;fDr ds gLrk{kj@vaxwBk fu'kku
Counter signature by the employer Signature /T.I.of IP.

lhy lfgr gLrk{kj

Signature with seal

¼?k½ chekÑr O;fDr ds ifjtuksa dk fooj.k
(D) Family Particulars of Insured person

Ø-la- uke QkeZ Hkjus dh rkjh[k deZpkjh ds lkFk ukrsnkjh D;k muds lkFk jg ;fn ugha rks vkokl
SI. No. Name dks vk;q@tUe&rkjh[k Relationship with the jgs gSa\ crk,a dk LFkku n'kkZ,a

Date of Birth/Age as on Employee Whether residing If' No' state Place of

date of filling form with him/her. Residence

d-jk-ch- fuxe vLFkk;h igpku i=k ¼fu;qfDr dh rkjh[k ls 3 eghus rd oS/k½

ESI Corporation Temporary Identity Card (Valid for 3 month from the date of appointment)

uke@Name

chek la[;k@Ins. No. fu;qfDr dh rkjh[k@Date 
of appointment

'kk[kk dk;kZy; vkS"k/kky;
Branch Office Dispensary

fu;kstd dh dwV la[;k o irk
Employer's Code No. & Address

oS/krk
Validity

rkjh[k chekÑr O;fDr ds gLrk{kj@vaxwBs dk fu'kku lhy lfgr 'kk[kk izca/kd ds gLrk{kj
Dated Signature/T.I. of I.P. Signature of B.M. with seal

gk¡@Yes ugha@No dLck@Town jkT;@State

fiu dksM
Pin Code

fiu dksM
Pin Code

QksVks ds fy, LFkku
(Space for photograph)

Offer Ref #

X

X

A60669

Akshay Kisan Konda

Akshay Kisan Konda

08 09 2022Kisan

✔

✔
31 10 98

49/301 49/301
Bapuji Nagar Bapuji Nagar
Solapur,Maharashtra Solapur,Maharashtra

14 03 0 3 14 3 0 0 3

kondaakshay953@gmail.com 8830123264

POOJA KISAN KONDA 12 H No. 3-5-21/A, Veerabhadra Nagar.

1 POOJA KISAN KONDA 26-06-1994 12 No Sangareddy Telangana

08-09-2022



vuqns'kvuqns'kvuqns'kvuqns'kvuqns'k
INSTRUCTIONS

1- QkeZ&1 dk izs"k.k d-jk-ch- ¼lk/kkj.k½ fofu;e] 1950 ds fofu;e 11 o 12 ds varxZr fofu;fer fd;k tkrk gSA
Submission of Form-I is governed by regulation 11 & 12 of ESI (General) Regulations, 1950

2- ßdqVqEcÞ ls fdlh chekÑr O;fDr ds fuEufyf[kr lHkh vFkok dksbZ ukrsnkj vfHkizsr gS%&
vFkkZr~%& ¼1½ fookfgrh ¼2½ chekÑr O;fDr ij vkfJr dksbZ /keZt ;k nÙkd vo;Ld vkfJr ckyd] ¼3½ dksbZ ckyd tks chekÑr O;fDr
ds miktZuksa ij iw.kZr% vkfJr gS rFkk tks ¼d½ f'k{kk izkIr dj jgk gS] muds 21 o"Z dh vk;q izkIr dj ysus rd ¼[k½ dksbZ vfookfgr iq=kh]
¼4½ dksbZ ckyd tks fdlh 'kkjhfjd vFkok ekufld vilkekU;rk ;k pksV ds dkj.k f'kfFkykax gS rFkk f'kfFkykaxrk jgus rd chekÑr O;fDr
ds miktZuksa ij iw.kZr% vkfJr gS] ¼5½ vkfJr ekrk&firk] ¼C;ksjs gsrq d-jk-ch- vf/kfu;e] 1948 dh /kkjk 2 ds [kaM 11 dks ns[ksa½A

�Family� means all or any of the following relatives of an Insured Person namely:-

(i) a spouse (ii) a minor legitimate or adopted child dependant upon the I.P.; (iii) a child who is wholly dependant on the

earnings of the I.P.  and who is (a) receiving education, till he or she attains the age of 21 years (b) an unmarried daughter;

(iv) a child who is infirm by reason of any physcial or mental abnormality or injury and is wholly dependant on the earnings

of the I.P. so long as the infirmity continues; (v) dependant parents (Please see Section 2 clause 11 of the ESI Act 1948 for

details.

3 igpku&i=k vgLrkUrj.kh; gSA
Identity Card is Non-Transferable.

4- igpku&i=k ds xqe gksus dh fLFkfr esa fu;kstd@'kk[kk izca/kd dks rRdky lwfpr fd;k tk,A
Loss of Identity Card be reported to Employer/Branch Manager immediately.

5- fdlh izdkj dh xyr lwpuk nsus dh fLFkfr esa d-jk-ch- vf/kfu;e] 1948 dh /kkjk&84 ds rgr dkuwuh dk;Zokgh dh tk ldrh gSA
Submission of false information attracts penal action Under Section 84 of ESI Act. 1948.

6- ubZ fu;qfDr dh fLFkfr esa Hkyh&Hkkafr Hkjk gqvk ;g QkeZ fu;qfDr ds nl fnu ds Hkhrj lacaf/kr 'kk[kk dk;kZy; esa vo'; gh izLrqr fd;k
tkuk pkfg,A foyEc dh fLFkfr esa fu;kstd ds fo#) /kkjk&85 ds rgr dkuwuh dk;Zokgh dh tk ldrh gSA
This form duly filled in must reach the concerned Branch Office within 10 days of appointment of an Employee. Delay

attracts penal action under Section 85 of the Act, against employer.

7- chekÑr O;fDr gksus ds ukrs vki o vkids ifjokj ds vkfJrtu fpfdRlk fgrykHk izkIr dj ldsaxsA vU; udn fgrykHk gSa] ¼1½ chekjh
fgrykHk ¼2½ vLFkk;h viaxrk fgrykHk ¼3½ LFkk;h viaxrk fgrykHk ¼4½ vkfJrtu fgrykHk ¼5½ izlwfr fgrykHk ¼efgyk deZpkjh ds fy,½A
As an insured person you and your dependant family membes are entitled to full medical care. The other benefits in cash

include (1) Sickness Benefit (2) Temporary Disablement benefit (3) Permanent disablement Benefit (4) Dependants benefit

and (5) Maternity Benefit (in case of woman  employees) subject of fulfillment of contributory cnditions.

8- vf/kd tkudkjh ds fy;s Ñi;k fuxe ds osclkbV dks nsa[ksa ;k 'kk[kk dk;kZy; ;k {ks=kh; dk;kZy; ls laidZ djsaA
For more details please contact website of ESIC at www. esic.org. in. or contact Regional Office or Branch Office.

dsoy 'kk[kk dk;kZy; esa iz;ksx gsrqdsoy 'kk[kk dk;kZy; esa iz;ksx gsrqdsoy 'kk[kk dk;kZy; esa iz;ksx gsrqdsoy 'kk[kk dk;kZy; esa iz;ksx gsrqdsoy 'kk[kk dk;kZy; esa iz;ksx gsrq
For Branch Office Use only

1- chek la[;k vkoaVu dh rkjh[k %
Date of allotment of Ins. No. :_________________________________________

2- vLFkk;h igpku i=k tkjh djus dh rkjh[k %
Date of Issue of T.I.C. :______________________________________________

3- vkS"k/kky; dk uke@la[;k %
Name /No. of Dispensary : ___________________________________________

4- D;k vU;ksU; fpfdRlk O;oLFkk miyC/k gS\ ;fn gkaa] rks mYys[k djsa %
Whether reciprocal Medical arrangements involved. if yes, please indicate :

'kk[kk izcU/kd ds gLrk{kj
Signature of Branch Manager

Ø-la- uke QkeZ Hkjus dh rkjh[k deZpkjh ds lkFk ukrsnkjh D;k muds lkFk jg ;fn ugha] rks vkokl
SI. No. Name dks vk;q@tUe&rkjh[k Relationship with the jgs gSa\ crk,a dk LFkku n'kkZ,a

Date of Birth/Age as on Employee Whether residing If' No, state Place of

date of filling form with him/her. Residence

gk¡@Yes ugha@No dLck@Town jkT;@State

Offer Ref # A60669

1 POOJA KISAN KONDA 26-06-1994 12 No Sangareddy Telangana
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                        TRANSCENDENCE HUMAN RESOURCES PVT. LTD. 
                                    IMPROVISE. INNOVATE. INSPIRE 
 
 

21st May, 2022 

                                                            Offer Letter 

 
     Ms. Shrushti Biradar, 
      
 
 
      
              

Dear Shrushti Biradar, 

   We are pleased to make you an offer for employment with Transcendence Human Resources Pvt. 
Ltd., for the position of Consultant. You are requested to work from home for our client’s ADP Private 
Limited. Your appointment commences from 20th June, 2022. Place of Work Location is Pune. 
 
Your duties and responsibilities will be congruent with the position description and you may be asked 
to perform duties as per the scope given by the management of Transcendence Human Resources Pvt 
Ltd and its client ADP Private Limited. Your appointment is subject to the following terms and conditions: 
 
Compensation: 
 

• Your Cost to the Company (CTC) will be Rs. 4,00,010/- per annum (Rupees Four Lakh and Ten 
Only), and will be subject to statutory and other deductions as per company policies and practices. 
The details of your compensation breakup are provided in the attached Annexure. 

 
• The salary will be disbursed by 5" of succeeding month. The monthly salary will also be post 

approval of Time sheet by Transcendence Human Resources Pvt ltd and the client that you are 
deployed. 

 
 

 Contract: 

• You will be on contract for a period of 3 months from the date of commencement of your service, 
which period may be further extended based on your performance and at the discretion of the 
company and its client. The contract may or may not be renewed depending on client’s decision 
and requirements at the time.  

 
Termination of Contract of Employment: 
 

• We will be initiating background verification based on your documents on Education, Employment, 
Address and Criminal, if the verification is failed in any one, you will be terminated without any 
notice period. 

 

 
   ankit@syncopy.co.in, Pankaj@syncopy.co.in, carol@syncopy.co.in  9833463360,  7718057653      

    www.syncopy.co.in 

 

mailto:ankit@syncopy.co.in
mailto:ankit@syncopy.co.in
mailto:carol@syncopy.co.in
http://www.syncopy.co.in/


 
• Either party to the contract may terminate the contract at any time by giving 15 (Fifteen) days 

prior notice in writing to that effect to the other. Alternatively, contract can be terminated by 
paring salary in lieu of the notice period. The contract can be terminated without any notice 
period in case of disciplinary issues, integrity and drop in performance on the part of the 
employee. You shall be bound by the company policies. 

 
• Upon termination of your employment, you shall return all notes/memoranda and any copies 

thereof to Transcendence Human Resources Pvt ltd and its clients that you may have obtained 
during the course of your employment. Your full and final settlement would happen post 30 days 
of your terminations 

    
Confidentiality: 

 

• You should not give anyone by word of mouth, writing, and facsimile or by another form, any      
particulars or details which you acquire during the course of your employment or our working 
systems, technical know- how, security arrangements, administrative and or organizational matters 
of our and our clients whether confidential, secret or other-wise, either during your employment 
with the company or afterwards. In the event that you are in possession of any confidential 
information during the course of employment with us, you are to return it to the company on the 
event of termination. 

 
• You shall not under any circumstances either directly or indirectly receive or accept for your own 

benefit any commission, rebate, discount, gratuity or profit from any person, company, or firm 
having business transactions with Transcendence Human Resources Pvt Ltd. 

 
   Pay: 
 
• The company shall pay you salary for your service with the allowance governed by the rules and 

Regulations affecting the staff of your category as per the rules of the company as well as Statutory 
Provisions in force from time to time, details of which are given in annexure attached herewith.  

• Subject to following deduction: 
 

Profession Tax, as applicable. 
Provident Fund, as applicable. 
Income Tax, as applicable. 
 
Any other statutory deductions, declared at a later date. 
Your remuneration package is strictly confidential between you and the company and should not 
be discussed with any one nor divulged to anyone in any manner whatsoever.  

  
Insurance: 

 
• The Medical and Personal Accident Insurance policy will come into effect from date of joining the 

company and post submission of the documents, policy will be covered only for the employee and 
not for the dependents and family. 

 

• Health Insurance - You will be covered as per the existing Medical Insurance Policy provided by the 
Transcendence Human Resources Pvt ltd for the sum assured of Rs. 2 Lakhs.  The terms and 
conditions and other eligible criteria is as per Insurance company policy coverage details, which will 
be sent after getting the document. 



 
• Personal Accident Insurance — You will be covered as per the existing Group Personal Accident 

Insurance Plan provided by the organization. The terms and conditions and other eligible criteria is 
as per Insurance company policy coverage details, which will be sent after getting the document. 
 
General 
 

• During the course of your employment, you will employ yourself efficiently, honestly, faithfully, and 
devote your whole-time attention and ability to the interest of the company. 

• You are to obey and comply with all the lawful orders and directions given to you by the concerned 
superiors in the company 

• You should not indulge in any act or omission which is likely to harm the reputation of the company 
or affect prejudicial fly the reputation of the company. You should on no account place yourself in a 
position where your interest conflict with your duties under the management. 

• It is also your duty to bring to the notice of the Management any act or omission of any other 
employee who affects the organization prejudicially, immediately it comes to your notice. 

• In case of your termination or resignation, you should hand over charge to any official designated in 
this behalf and obtain a clearance certificate from him and your accounts can be settled only on 
production of such certificate. 

• You are expected to deal with company’s money, material and documents with utmost honesty and 
professional ethics. Your service may be dispensed with any time without any previous notice, if 
you are found guilty of gross indiscipline, fraud, misappropriation or acting against the interest if 
the company. 
 

• This offer is made on the basis of the particulars submitted by you. You shall inform with in 15 days 
of such change. If at any time it emerges that such particulars were false or incorrect or that any 
material or relevant information had been suppressed or concealed or exaggerated, this offer and 
your employment pursuant   hereto will be considered ineffective and irregular and will be liable to 
be terminated by the company without notice or salary in lieu of notice. This shall be without 
prejudice to the right of the company to take disciplinary action or initiate appropriate proceedings 
against you. The company will entitled to conduct such  background checks upon you as it may 
deem fit  and you hereby expressly grant the company the permission to do so and waive and all 
rights under applicable law in this regard. 
 
Intellectual Property. 
 

• All right title, and interest in intellectual property (“Intellectual Property”) developed during the 
course of discussions between the parties or developed in the course of your work with the 
company shall belong to the company. Intellectual Property means all inventions, know how, 
improvements, discoveries, content development, methods, processes, concepts, designs, ideas, 
prototypes, samples, drawings, blueprints, specifications, computer programs, methods of doing 
business, and software and/or other woks conceived by and/or reduced to practice or writing by 
the company or as a result of the company client feedback. You agree to assign to the company al 
right, title, and interest in intellectual Property developed in the course of work for the company. 
You also agree to promptly notify the company.  The company may, at its option, file a patent 
application or application for other intellectual Property protection. You shall cooperate to assure 
that such application will cover, to the best of your knowledge, all items related thereto, including 
all features of commercial interest and importance. 

 
 
 



 
 Verification: 
 

• The associate Shrushti Biradar authorizes the employer Transcendence to perform background 
verification on the details shared to procure this employment opportunity. If any of the details 
shared during the course of selection are identified as being false, unverifiable or disputable, the 
employer reserves the right to terminate the contract with immediate effect without clearance of 
any dues whatsoever and also, if necessary, follow legal recourse to recover whatever monetary 
resources were invested during the selection procedure and any other monetary damages incurred 
towards client 
 
 
Competition: 
 

• You should not involve yourself, directly or indirectly, in the similar business in which the company 
/ client is engaged with, for six months after leaving the company without prior permission of the 
company. Breach on your part of any of the above conditions will entail termination of your 
employment without notice. The terms and conditions of your service contract mentioned herewith 
or are intimated hereafters are to be treated as strictly confidential. 
 

• Please confirm your acceptance of this appointment by signing and returning the enclosed 
duplicate copy of this letter. 
 
We welcome you to the family of Transcendence Human Resources Pvt Ltd and wishing you all the 
very best in your new job.  
 
Yours faithfully, 
 
 

      Authorized signatory. 

 
 
 
 
I, have read and understood the terms and conditions, accepts this appointment based on the 
same. 

 
 
 
 
 
 
 
 
 
 
 
 



 
Salary Annexure 

 
    TRANSCENDENCE HUMAN RESOURCES PRIVATE LIMITED 

    Salary Breakup 

  Monthly   Yearly 

Head Amount  Amount 

 
                                   Earnings 

 
  

Basic 14911 
 

178934 

HRA 9941 
 

119289 

Conveyance 3976 
 

47716 

Special Allowance 1325 
 

15905 

Statutory Bonus 1242 
 

14905 

Gross 31396 
 

376749 

                                   Deduction  
 

  

PF 1789 
 

21472 

ESIC 0 
 

0 

PT 200 
 

2500 

Insurance 0 
 

0 

Deductions 1989 
 

23872 

    
 

  

Net Take Home 29406 
 

352877 

Employer PF  1938 
 

23261 

Employer ESIC    
 

0 

CTC 33334   400010 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
      
 
 
 



 
 

ACCEPTANCE OF JOB OFFER LETTER 
 
I hereby agree that: 
 
I will not disclose, reveal to anyone outside the Company or use, other than for the purpose of carrying 
out my duties to the company, any information which I know or should know from my relationship with 
the company, or the context in which the information of or in any manner relating to the company, 
without first obtaining the express and specific written permission of the Company. 
 
I agree that the details of my remuneration to be confidential and shall not be discussed with other 
employees. 
 
After the termination of my employment with the company, I shall not (as an employee or in any other 
capacity) do or perform in connection with a business which competes with the company for a period of 
12 months from the last day of employment. 
 
In the event of premature resignation /termination before the initial contract period, I hereby agree that 
the company may recover all the prorated external expense as per the company policy. 
 
I acknowledge and agree that the company may get a background check conducted on me. 
I understand that the breach of non- disclosure or non-competition or non- solicitation obligation could 
cause substantial and irreparable damage to the business and competitive position of the company and 
the company shall have all rights to initiate appropriate legal action. 
 
I hereby confirm my acceptance of the job offer and all terms set out above  
 
 
Signature:____________________ 
 
Accepted:   
 
Date:- 



Signature of the employee

                 Date:  August 5, 2022
Private & Confidential

Vaibhav Laxman Koli

umaraj tal chadachan dist vijayapura
state karnataka 586505,

Vijayapura,
Karnataka,
India - 586205

Document ID - 05bd1a9d-29c4-4b12-96ad-795b46340ec4

Dear Vaibhav,   

 Congratulations! With reference to your application and subsequent interview, we 
are pleased to make you an offer –cum - appointment with State Street HCL 
Services (India) Private Limited (“SSHS” or “HCL” or “Company”) as 
ANALYST. You are required to report on August 10, 2022 at 09:00 AM at the 
address: Statestreet HCL Services (India) Private Limited, PuneSEZ-
Magarpatta City,Tower 7,Wing A&B. 

 Your annual compensation would be Rs. 240000 per annum as per Annexure I. 
However, the structure and components of your Compensation plan may be 
changed from time to time in line with the Compensation Policy and practices of 
the Company. In addition to your CTC, you would be eligible for a process 
allowance of based on the process you are aligned to. Process Allowance will be 
shown as an annual component in the CTC annexure but the same shall be 
payable to you on a monthly basis. Process Allowance is payable from the Date of 
production. In the event of process change, Process Allowance will change 
accordingly and a new compensation letter to this effect will be issued to you 
thereafter for your records/reference 

 This is a system generated (offer and appointment letter) document. Agreeing to 
the terms and conditions in the workflow of iTap (Company’s web based 
application) is as good as signing of physical contract form on mutual agreement 
between you and the Company. It has legal binding as per the law if mutual trust 
is breached. You are requested to accept the offer within 07 days and mail the 
confirmation of acceptance to recruiter’s email id- kartikeyasati.pansa@hcl.com , 
failing which the offer will stand null and void. 

 Your employment may be subject to you being declared medically fit by a 
registered medical practitioner. Company shall request for the same as and when 



Signature of the employee

it is required, as per the Company Policies/ client requirement. The fitness testing 
(and accompanying results) will not lead to any subjective , discriminatory or 
unethical actions.

 



Signature of the employee

 All our operations function 24x7, 365 days in a calendar year. Your working 
hours, number of working days in a week, weekly - off will depend upon the 
process requirements. Your working hours will be as advised to you by your 
superiors from time to time but shall not exceed 48 hours in a week. It is 
expressly agreed that if you fail to perform the work according to the scheduled 
working hours or you resort to stoppage of work, whether alone, or with others, 
you will be entitled to receive salary only in proportion to the working hours 
during which you actually performed work.

 In accordance with the authorization on your application, your appointment is 
subject to your clearance of Background Verification/Reference Check/any 
other test specified by the client and genuineness of documents or 
information provided by you to the Company. You are being provisionally offered 
on the presumption that you have no criminal background as per law of the land 
and the particulars furnished by you in your Application and/or Bio-data are 
correct. We will also be contacting your referrals. Please note that this offer is 
subject to satisfactory references being obtained. 

 The company will undertake the background verification / validation process of 
employees in terms of education, previous employment(s), criminal verification, 
database and web searches, address verification, claims made against 
achievements in the resumes/CVs of the employees etc. with the help of a third 
party as and when required. You would be required to submit photocopies of 
documents detailed in Annexure A to facilitate the joining and background 
verification process.  The company may also undertake reference check through 
at least two professional references submitted during the process of selection. 

 In case the Prospective Employees fails to submit any document required for 
conducting background verification, they will not be considered for hiring.  If the 
Prospective Employees fails the background verification, appropriate actions 
including withdrawal of offer of employment will be taken basis the 
recommendations given by the background verification team & in line with HCL 
policies

 In case the aforesaid particulars are found to be incorrect or it is found that you 
have concealed or withheld some other relevant facts, your offer/employment 
with the Company shall stand terminated/cancelled forthwith, without any notice. 

 Your growth in terms of role, compensation etc., in the company will solely be 
based on your performance. Unless notified in writing, you will be deemed as 
"confirmed" on completion of your probation period i.e. 6 months from date of 
joining. Subsequently, your annual performance appraisal and compensation 
review will be aligned and affected from the first day of the subsequent quarter 
thereafter. Probation period & Performance Appraisal / Compensation 



Signature of the employee

Review shall be deemed to be changed with the change in position / 
process / function. 

 

 Your services during the period of probation shall be liable to be terminated 
giving two month notice or two month basic salary in lieu thereof without 
assigning any reason thereof.  Likewise you will also be competent to terminate 
your contract of employment by giving two month notice. The waiver of the 
notice period fully or partially or acceptance of such basic salary is at the 
Company’s sole discretion. Further, the aforesaid requirement of notice period 
may be extended, if mutually agreed by you and the Company.

    

 The company shall be entitled to accept your prospective resignation with effect 
from a date earlier than the one offered by you and thus relieve you at any time 
during your notice period as the notice is for the benefit of the management and 
balance notice period can be waived at any time by the management. In such an 
event, however, you shall be paid basic salary for the remaining period of your 
notice. In case the management at your request accepts a shorter period of 
notice, you shall be entitled to receive your salary only for the actual number of 
days worked. 

 You will be required to declare at the time of joining any direct relatives who may 
be working with HCL or any of its subsidiary, group, and affiliate companies, 
direct or indirect competitors. During your employment with State Street HCL 
Services (India) Private Limited, if any of your direct relatives are offered by 
HCL or any of its subsidiary, group, affiliate companies, you would be required to 
voluntarily declare the same as and when an offer of employment is made to 
them. Direct relatives herein include parents, spouse, brother/s, sister/s and 
children of the State Street HCL Services (India) Private Limited employee. 

 On joining you will be imparted with necessary training. You are expected to meet 
with all the requirements in the training. In the event, you are unable to meet 
with the expectations; we would be constrained to terminate your services. 
During the training period working schedule shall be of any six days a week. 

 All Employees are entitled to avail the Company Transport within the defined 
limits as per company’s policy



Signature of the employee

 During your employment if the company identifies any negative instances/ 
irregularities relating to your previous employment, your employment will be 
terminated with immediate effect. 

 You and your family (spouse, dependent children, dependent parents) will be 
covered under comprehensive Medical Insurance scheme/ESI as per policy 

 Your resignation shall become effective as soon as the management accepts it. 
The management shall be competent to withhold its acceptance in respect of your 
resignation in case dues are recoverable from you or if you are under suspension 
and/or disciplinary proceedings are pending or contemplated against you or for 
any other similar reasons. After having opted to resign and given the intimation 
to this effect, you shall be debarred from withdrawing your resignation except 
with the written permission of the management. 

 Subject to other terms of the instant letter, company reserves the right to 
terminate your services without any cause assigned to the termination. In such a 
case, the company at its discretion would consider to pay the terminated 
employee one-month basic salary only. 

 During your employment with the Company, you will be liable to be transferred to 
any of the offices/ departments /manufacturing units of the Company or of 
associate companies/ group companies, client location, whether existing or to be 
set up, anywhere in India or abroad, on the same terms and conditions of 
employment at the sole discretion of the management. Provided that if you are 
deputed to any associate/ subsidiary/ group company outside India by the 
Company, you shall be treated as having bound yourself to serve the Company 
for the deputation period, and for the stipulated period thereafter, if any, and the 
same shall be treated as the contract period vis-à-vis this contract of service. 

 You may be required to attend specialized training, either in India, or abroad, and 
it is expected that you will be ready and willing to undertake such training, as the 
same is necessary to enable you to effectively discharge your duties with the 
Company. The training period would be any six days of a week. The Company 
shall be spending considerable amount of money on the said training, and it is 
expected that you shall work for the Company for a certain minimum stipulated 
period of time after completion of the said training, so as to enable the Company 
to get the benefit of the amount spend by it. It is the practice of the Company to 
execute a training and/or Service agreement at the commencement of training in 
which the rights and liabilities of the respective parties are set out. You will be 
required to compensate the company for the amounts spend by it on the training 
in the event of your committing breach of your obligations under the training - 
cum - service agreement. You may also be required to furnish at least one surety 



Signature of the employee

to guarantee due compliance with the terms of the training and/or service 
agreement as per the policy. Subject to above, during your employment with the 
company, you may also be required to execute agreement(s) in the nature of 
NDA (Non-disclosure agreement) or any other agreement/undertaking/affidavit 
due to client/process/business requirements. 

 During your employment with the company, you will be governed by the policies, 
service rules and regulations of the company being in force or 
introduced/amended later. In this regard, a confidentiality undertaking at the 
time of joining and/or any other agreement that may be required from time to 
time will be required to be executed by you. 

 You shall not divulge, communicate or pass on any information, secrets directly or 
indirectly which you may come to possess as a result of your employment with 
the company to any outsider or to anyone not employed by the company. At all 
times you shall maintain absolute integrity. You shall not communicate, in any 
manner, any information regarding your remuneration / terms of employment to 
any other employee of the company except your immediate superior and/or 
concerned person(s) of HR Department. Indulgence in such activities or any 
violation of this norm shall lead to termination of your employment immediately.

 You would be initially posted at Pune(A008), where you are requested to report 
to Human Resources Group on joining. Upon joining, you will be required to sign 
a standard undertaking on your obligations to conform to organizational 
discipline, policies and norms. 

 During your employment with the company, you will not take up employment 
elsewhere either part time or otherwise. Besides you will not engage in any 
commercial activity. In case of defiance of this provision, Company shall have all 
rights to take appropriate disciplinary action against you, in its sole discretion. 

 In case you absent yourself from duty for 7 days or more or extend leave at your 
own and without consent of management beyond originally granted leave, you 
shall be deemed to have left and relinquished your service. Such automatic 
relinquishment of the contract of employment shall be deemed as repudiation of 
the contract of employment by you and not as a termination of the service by the 
company. In such case the Company will initiate necessary action as per its 
policy, in that regard. 

 You will be retired from service on attaining superannuation age of 58 years or 
earlier in case you are found physically and/or mentally unfit to work any longer 
or for continued ill-health as certified by the medical officer nominated by the 
Company. 



Signature of the employee

 You are requested to submit 10 passport size photographs and the attested 
copies of the following documents, at the time of joining: 

o School leaving certificate / birth certificate 
o Educational qualification certificate (from 10th std onwards) along with 

mark sheets 
o Passport (The first 4 and the last 4 pages) 
o Relieving letter or duly accepted resignation letter from your present and 

previous employers 
o Salary certificate from your present and previous employers 

 Please ensure to accept the Online offer Letter once you have gone through all 
the clauses. Your acceptance to the Letter is mandatory before you report to 
joining.

 

The Relocation Amount will be applicable to you as per Policy. The amount will be recoverable from your Full 
and Final settlement in case you decide to leave the organization before completion of 1 year from your Date 
of Joining

         

Please note that no commitments other than what is mentioned in this letter & its annexure(s) will be 
applicable to you or entertained by us.
You are advised to go through the contents of this offer letter and the annexure(s) before signing the duplicate 
copy.

With best wishes and looking forward to a mutually fruitful association.

Yours sincerely,
For Statestreet HCL Services 



Signature of the employee

DECLARATION

I, Vaibhav Laxman Koli, hereby declare that I have completely understood the contents of the 
instant Letter and I agree to abide by the below mentioned clauses: 

1. Flexible to work in any shifts, process, Centre and location.

2. All the required documents to be submitted on the date of joining.

3. Salary will be subject to revision in case of non-submission of the required experience 
certificates. 

 Unsatisfactory responses from the previous employment references may lead to 
reduction in salary or/and termination of employment with us.

4. Non-disclosure of prior experience with HCL will lead to termination of employment. 

In case, the aforesaid particulars are found to be incorrect or it is found that I have 
withheld some relevant facts, State street HCL Services (India) Private Limited has 
the right to withdraw the instant Letter of Offer and/or terminate my employment 
with immediate effect.

Annexure II

LIST OF DOCUMENTS/INFORMATION TO BE SUBMITTED TO FACILITATE JOINING, PRE-EMPLOYMENT 
BACKGROUND VERIFICATION / VALIDATION AND APPOINTMENT PROCESS AT HCL

 

PRE-EMPLOYMENT BACKGROUND VERIFICATION

S.No. Particulars (To be submitted to the Recruiter)

1
Highest Qualification -  Degree Certificate, All Years Mark sheets. Provisional Degree Certificate required 
for courses completed in the last 6 months from the current date

2
Permanent/Current Address Proof – Passport, Ration Card, Voter ID, Driving License, , Rental 
agreement or Lease agreement etc.

3
Previous Employer – Relieving and Experience Letter, latest salary slips & offer letter with Employee ID 
Number

4 A duly filled and signed copy of the BGV(Joining Form) Form and LOA (letter of authorization)

5 Identity Verification - Copy of valid passport and PAN card required

 Additional documents (To be submitted on request)



Signature of the employee

1. Highest Qualification- Admit card, college and university official’s (Registrar and Director) detail

2. Previous Employer – Direct HR Contact, PF account details, bank statement showing salary transfer and Form 
16, If company is active, employer’s active address.

Things to Remember

1. The information provided in Resume and background verification form must be same.

2. Information provided in background verification form must be accurate.

3. Period of stay mentioned in the background verification form should be correct and in continuation 
(without any GAP).

4. Any Gap in Employment or Education must be informed explicitly to the recruiter.

Additional document can be requested to clear background verification therefore to avoid delay it is advisable to 
submit these documents along with the mandatory documents.

List of Documents required for joining / induction day (Hard Copies)

S. No Document Name Number of Photocopies

1 Latest Offer/Appointment Letter with Cost to Company (CTC and ALL 
ANNEXURES) 1

2 Extension Letter (if the Date of Joining in the offer letter is past dated) 1
3 Passport –Front copy only - for Name & DOB proof. 1
4 10th Mark sheet, only if passport is not available.  1
5 PAN CARD as ID Proof (Only if passport is not available) 1
6 Passport Size Photographs (Only with white background) 3

 Please ensure all documents are Self-attested (Photocopies). 
 Please ensure that the photocopies are clearly visible as dark and hazy photocopies are not 

accepted. 
 Please avoid clicking pictures of documents and taking printouts. 
 Please do not send soft copies through Emails. 
 Please bring a copy of your Aadhar card on the Induction day, so that HCL onboarding team 

can ensure the right information is passed on for EPF (Employee Provident Fund) / EPS 
(Employee Pension Scheme) / UAN (Universal Account Number) account creation/porting 
etc.

 HCL will only validate the accuracy of the Aadhar Card details for EPF/EPS/UAN and 
shall not store or use Aadhar card information for any other purposes.



Signature of the employee

 Please keep your PF account number (immediate previous employment), UAN information 
handy as these details are required on the induction day. 

 Induction Timings are 0900 to 1830 IST. 
 Please ensure your BGV Status is Green, before the Date of Joining, check with your 

Recruiter on the progress/Status.
 All storage Media Devices e.g. laptop, Pen Drives etc. are not allowed inside the campus.

You are required to report to HCL Onboarding Team for completing joining formalities on the day 
of joining by 9:00 a.m. at your respective location of joining as following.

S. No Location Address 
1 NOIDA Mondays and Thursdays: Triveni Induction Room, First Floor, KNMA Tower, Gate 

number 1, HCL Technology Hub, Plot No 3A, Sector 126, Noida - 201313. UP (India) 
Tuesdays, Wednesdays and Fridays: Akashi Induction Room, Ground Floor, Tower 
– 1, Gate number -1, HCL Technology Hub, Plot No 3A, Sector 126, Noida - 201313. 

UP (India)
2 CHENNAI HCL Technologies Ltd,Sez Unit-2 (Sdb2 Buid), Eclot-Special Economic Zone, 602/3, 

Shollinganallur Village, Shollinganallur-Medavakkm High Road, Chennai-600119

3 BANGLORE HCL Technologies Ltd, SAL (602), 6th Floor, Tower 4, Special Economic Zone (SEZ), 
129, Jigani Industrial Area, Bommasandra-Jigani Link Road, Bangalore – 562 106

4 KOLKATA HCL Technologies Ltd,Level-4, Building -A3 Unitech Infospace, Dh Street, Rajarhat, 
Kolkata-700091

5 HYDERABAD HCL Technologies Ltd,Special Economic Zone, Phoenix Infocity Pvt Ltd, H-01, Level -2 
, Hitec City 2-Survey No. 30,34,35 & 38, Madhapur, Hyderabad-500081

6 PUNE HCL Technologies Ltd,Blue Bell, Tower-7, Level- Upper Ground Floor , Wing (A&B), 
Magarpatta, Sez, Pune-411013

7 MUMBAI HCL Comnet Ltd,Arena Tower, Ground Floor, Road No 12, Midc, Andheri East, Opp 
Goldfinch Hotel, Mumbai-400093

8 LUCKNOW HCL Technologies Ltd,HCL IT City, SDC-01, 2nd Floor – Induction Room, Chack Gajaria 
Farms, Sultanpur Road, Lucknow, Uttar Pradesh-226002

9 MADURAI HCL Technologies Ltd, Sez Unit-1, Tower-1, Elcot, Special Economic Zone, Survey No. 
1/2, 1/3, 1/19, 1/20, 4/1, 2/1, 2/2, 4/2, & 5, Plot No. 5&7,Ilandhaikulam Village-

Madurai-Tamil Nadu-625020
10 Nagpur HCL Technologies Ltd, Plot No.5, Sector 12, Mihan SEZ, Nagpur
11 Coimbatore State Street Hcl Services | Human Resources | Module - 201, 202, 203, 204 And 206 – 

2Nd Floor, Tidelpark Coimbatore Limited, Coimbatore - 641014,Extn : 04226657526|

12 Vijayawada State Street HCL Services Private LimitedMedha IT Towers,Third 
Floor,Kesarapalli,Gannavaram,Krishna District 521102

Please go through the contents of this letter of offer and the annexure before accepting it. Your 
acceptance of the e-offer will be deemed as you have read and accepted all the clauses mentioned 
here-with.

Besides the above policies State street HCL Services (India) Private Limited is governed by 
policies* which are listed in corporate intranet www.hclbpo.net. 



Signature of the employee

Annexure III

EXPLANATION OF COMPENSATION STRUCTURE AND EMPLOYEE BENEFITS

To facilitate an easy understanding of your compensation structure (Cost to Company, 
CTC), the various components are explained as following:

BASIC SALARY The Basic Salary is standard across organization and brought to a 
certain value of the CTC. Basic salary has an impact on various other components such 
as the PF contribution, medical insurance cover, Gratuity, HRA etc. and hence has to be 
balanced so as not to substantially reduce the employee's take home salary. 

House Rent Allowance (HRA) The HRA is payable maximum Up to 100% of the Basic 
Salary and paid monthly. This includes the Company Leased Accommodation value. For 
those who are not staying in a rented accommodation, can declare the same in the 
system post joining and this amount would be paid as taxable component.

Advance Statutory Bonus Applicable where monthly gross does not exceed INR 
21,000 (excluding variable component) as per the Payment of Bonus Act. 

Attendance Allowance Attendance Allowance is payable max. up to INR.1000/- per 
month.

Food Wallet Food Wallet is a voluntary benefit and is applicable for payments related to 
food and non- alcoholic beverages only. Once enrolled, the benefit should be availed 
within HCL Cafeterias or food joints outside HCL campus which serves only food and 
non-alcoholic beverages. This Food Wallet cannot be used in any other outlet other than 
designated food outlet.

Compensatory Allowance Compensatory Allowance is a buffer component that adjusts 
the amount of CTC against all other fixed components. 

Medical Insurance Some of the salient features of the Group Health Medical Insurance 
policy are as follows

 The policy covers Hospitalization expenses and Maternity expenses. 
 By default, the employees (who are not covered under the ESI Act, 1948] 

will be mandatorily covered under the benefit. The benefit will also be 
available to cover Spouse, dependent children, dependent parents/in-laws, 
dependent brothers who are unemployed but below the age of 25 and sisters 
(unmarried & unemployed), additionally, by declaring them as dependants 
and on confirming that they are NOT covered under any other employer-



Signature of the employee

sponsored medical scheme (e.g., Central Government Health Scheme) and 
that they are wholly or substantially dependent on you for their medical 
needs.

 The premium payable depends on the dependants declared.
 The hospitalization coverage limit will be same as defined in compensation 

structure. 
 Company reserves the right to amend the benefit plan and shall keep all 

employees informed/updated.
 You may refer ‘Medical Insurance policy’ for further details.

 Coverage under ESI:
Applicable where monthly gross does not exceed INR 21,000 (excluding variable 
component) as per the Payment of Bonus Act.
The employee will be covered under Employee State Insurance Scheme in 
accordance with the applicable norms and amendments made during time to time or 
any further amendment which may come into force during the employment tenure 
under Employees’ State Insurance Act, 1948.

Employees covered under ESI would not be covered by default under HCL’s medical 
insurance benefit. Option to enroll under medical insurance is available as well; 
however, in such a case, the additional cost of annual medical premium has to be 
borne by the employee as per terms and conditions elucidated under Medical 
Insurance policy.

*The employee & employer contribution will be payable as per current prescribed 
rates under ESI Rules. 

 Employer's contribution to Provident Fund: As per statutory requirements, an 
employee has to contribute 12% of the basic salary towards Provident Fund (PF). HCL 
contributes matching amount to PF. Out of employer's contribution, 8.33% of monthly 
basic or INR. 1,250/- whichever is lower is remitted to PF authorities towards 
Employees’ Pension Scheme (EPS). All employees are thereby eligible to draw pension 
after superannuation, except those who had opted out of EPS as per Form-11 
declaration.  
*The percentage and amount is in compliance with the current PF Act.

Gratuity

As per statutory requirements, it is employer’s statutory liability to pay 15 days’ Basic 
salary (15/26 of a monthly Basic) for every completed year of service to each of his 
employees on their exit, for any reason after five years of continuous service, subject to 
maximum limit of INR 20.00 lakhs.

We look forward for you being an integral part of this arduous yet fulfilling journey 
towards excellence and growth and hope our relationship will go a long way! 



Signature of the employee

Disclaimer
You will be liable to pay all applicable taxes on your income as per the local laws. You 
will also be responsible for filing your personal Income Tax returns. You acknowledge 
that the Company is not in any way influencing, guiding, suggesting on aspects of 
taxation or tax saving measures in any form and that the same is individual’s decision / 
personal choice.
Please note that all components mentioned above may or may not be a part of your 
compensation structure. HCL reserves the right to alter, append or withdraw the benefits 
extended either in part or in full based on management’s discretion.
 [#blurb:indianda#]
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                 Date:  November 18, 2022
Private & Confidential

Meghraj Mahesh Ghatole

87/A,SIDDESHWAR HOS,SOCIETY,BHAVANI PETH
87/A,SIDDESHWAR HOS,SOCIETY,BHAVANI PETH,

Solapur,
Maharashtra,
India - 413002

Document ID - c294bfad-29a4-4e8d-b134-3bd28ae27666

Dear Meghraj,   

 Congratulations! With reference to your application and subsequent interview, we 
are pleased to make you an offer –cum - appointment with State Street HCL 
Services (India) Private Limited (“SSHS” or “HCL” or “Company”) as 
ANALYST. You are required to report on November 23, 2022 at 09:00 AM at the 
address: Statestreet HCL Services (India) Private Limited, PuneSEZ-
Magarpatta City,Tower 7,Wing A&B. 

 Your annual compensation would be Rs. 240000 per annum as per Annexure I. 
However, the structure and components of your Compensation plan may be 
changed from time to time in line with the Compensation Policy and practices of 
the Company. In addition to your CTC, you would be eligible for a process 
allowance of based on the process you are aligned to. Process Allowance will be 
shown as an annual component in the CTC annexure but the same shall be 
payable to you on a monthly basis. Process Allowance is payable from the Date of 
production. In the event of process change, Process Allowance will change 
accordingly and a new compensation letter to this effect will be issued to you 
thereafter for your records/reference 

 This is a system generated (offer and appointment letter) document. Agreeing to 
the terms and conditions in the workflow of iTap (Company’s web based 
application) is as good as signing of physical contract form on mutual agreement 
between you and the Company. It has legal binding as per the law if mutual trust 
is breached. You are requested to accept the offer within 07 days and mail the 
confirmation of acceptance to recruiter’s email id- tulika.bhandari@hcl.com , 
failing which the offer will stand null and void. 
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 Your employment may be subject to you being declared medically fit by a 
registered medical practitioner. Company shall request for the same as and when 
it is required, as per the Company Policies/ client requirement.  

 



3
 
                                                                                SIGNATURE OF EMPLOYEE

 All our operations function 24x7, 365 days in a calendar year. Your working 
hours, number of working days in a week, weekly - off will depend upon the 
process requirements. Your working hours will be as advised to you by your 
superiors from time to time but shall not exceed 48 hours in a week. It is 
expressly agreed that if you fail to perform the work according to the scheduled 
working hours or you resort to stoppage of work, whether alone, or with others, 
you will be entitled to receive salary only in proportion to the working hours 
during which you actually performed work.

 In accordance with the authorization on your application, your appointment is 
subject to your clearance of Background Verification/Reference Check/any 
other test specified by the client and genuineness of documents or 
information provided by you to the Company. You are being provisionally offered 
on the presumption that you have no criminal background as per law of the land 
and the particulars furnished by you in your Application and/or Bio-data are 
correct. We will also be contacting your referrals. Please note that this offer is 
subject to satisfactory references being obtained. 

 The company will undertake the background verification / validation process of 
employees in terms of education, previous employment(s), criminal verification, 
database and web searches, address verification, claims made against 
achievements in the resumes/CVs of the employees etc. with the help of a third 
party as and when required. You would be required to submit photocopies of 
documents detailed in Annexure II to facilitate the joining and background 
verification process.  The company may also undertake reference check through 
at least two professional references submitted during the process of selection. 

 In case the Prospective Employees fails to submit any document required for 
conducting background verification, they will not be considered for hiring.  If the 
Prospective Employees fails the background verification, appropriate actions 
including withdrawal of offer of employment will be taken basis the 
recommendations given by the background verification team & in line with HCL 
policies

 In case the aforesaid particulars are found to be incorrect or it is found that you 
have concealed or withheld some other relevant facts, your offer/employment 
with the Company shall stand terminated/cancelled forthwith, without any notice. 

 Your growth in terms of role, compensation etc., in the company will solely be 
based on your performance. Unless notified in writing, you will be deemed as 
"confirmed" on completion of your probation period i.e. 6 months from date of 
joining. Subsequently, your annual performance appraisal and compensation 
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review will be aligned and affected from the first day of the subsequent quarter 
thereafter. Probation period & Performance Appraisal / Compensation 
Review shall be deemed to be changed with the change in position / 
process / function. 

 

 Your services during the period of probation shall be liable to be terminated 
giving two month notice or two month basic salary in lieu thereof without 
assigning any reason thereof.  Likewise you will also be competent to terminate 
your contract of employment by giving two month notice. The waiver of the 
notice period fully or partially or acceptance of such basic salary is at the 
Company’s sole discretion. Further, the aforesaid requirement of notice period 
may be extended, if mutually agreed by you and the Company.

    

 The company shall be entitled to accept your prospective resignation with effect from a date earlier 
than the one offered by you and thus relieve you at any time during your notice period as the notice 
is for the benefit of the management and balance notice period can be waived at any time by the 
management. In such an event, however, you shall be paid basic salary for the remaining period of 
your notice. In case the management at your request accepts a shorter period of notice, you shall be 
entitled to receive your salary only for the actual number of days worked. 

 You will be required to declare at the time of joining any direct relatives who may be working with 
HCL or any of its subsidiary, group, and affiliate companies, direct or indirect competitors. During your 
employment with State Street HCL Services (India) Private Limited, if any of your direct relatives are 
offered by HCL or any of its subsidiary, group, affiliate companies, you would be required to 
voluntarily declare the same as and when an offer of employment is made to them. Direct relatives 
herein include parents, spouse, brother/s, sister/s and children of the State Street HCL Services 
(India) Private Limited employee. 

 On joining you will be imparted with necessary training. You are expected to meet with all the 
requirements in the training. In the event, you are unable to meet with the expectations; we would 
be constrained to terminate your services. During the training period working schedule shall be of any 
six days a week. 

 All Employees are entitled to avail the Company Transport within the defined limits as per company’s 
policy
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 During your employment if the company identifies any negative instances/ irregularities relating to 
your previous employment, your employment will be terminated with immediate effect. 

 You and your family (spouse, dependent children, dependent parents) will be covered under 
comprehensive Medical Insurance scheme/ESI as per policy 

 Your resignation shall become effective as soon as the management accepts it. The management shall 
be competent to withhold its acceptance in respect of your resignation in case dues are recoverable 
from you or if you are under suspension and/or disciplinary proceedings are pending or contemplated 
against you or for any other similar reasons. After having opted to resign and given the intimation to 
this effect, you shall be debarred from withdrawing your resignation except with the written 
permission of the management. 

 Subject to other terms of the instant letter, company reserves the right to terminate your services 
without any cause assigned to the termination. In such a case, the company at its discretion would 
consider to pay the terminated employee one-month basic salary only. 

 During your employment with the Company, you will be liable to be transferred to any of the offices/ 
departments /manufacturing units of the Company or of associate companies/ group companies, 
client location, whether existing or to be set up, anywhere in India or abroad, on the same terms and 
conditions of employment at the sole discretion of the management. Provided that if you are deputed 
to any associate/ subsidiary/ group company outside India by the Company, you shall be treated as 
having bound yourself to serve the Company for the deputation period, and for the stipulated period 
thereafter, if any, and the same shall be treated as the contract period vis-à-vis this contract of 
service. 

 You may be required to attend specialized training, either in India, or abroad, and it is expected that 
you will be ready and willing to undertake such training, as the same is necessary to enable you to 
effectively discharge your duties with the Company. The training period would be any six days of a 
week. The Company shall be spending considerable amount of money on the said training, and it is 
expected that you shall work for the Company for a certain minimum stipulated period of time after 
completion of the said training, so as to enable the Company to get the benefit of the amount spend 
by it. It is the practice of the Company to execute a training and/or Service agreement at the 
commencement of training in which the rights and liabilities of the respective parties are set out. You 
will be required to compensate the company for the amounts spend by it on the training in the event 
of your committing breach of your obligations under the training - and - service agreement. You may 
also be required to furnish at least one surety to guarantee due compliance with the terms of the 
training and/or service agreement as per the policy. Subject to above, during your employment with 
the company, you may also be required to execute agreement(s) in the nature of NDA (Non-disclosure 
agreement) or any other agreement/undertaking/affidavit due to client/process/business 
requirements. 
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 During your employment with the company, you will be governed by the policies, service rules and 
regulations of the company being in force or introduced/amended later. In this regard, a 
confidentiality undertaking at the time of joining and/or any other agreement that may be required 
from time to time will be required to be executed by you. 

 You shall not divulge, communicate or pass on any information, secrets directly or indirectly which 
you may come to possess as a result of your employment with the company to any outsider or to 
anyone not employed by the company. At all times you shall maintain absolute integrity. You shall not 
communicate, in any manner, any information regarding your remuneration / terms of employment 
to any other employee of the company except your immediate superior and/or concerned person(s) 
of HR Department. Indulgence in such activities or any violation of this norm shall lead to termination 
of your employment immediately.

 You would be initially posted at Pune(A008), where you are requested to report to Human Resources 
Group on joining. Upon joining, you will be required to sign a standard undertaking on your 
obligations to conform to organizational discipline, policies and norms. 

 During your employment with the company, you will not take up employment elsewhere either part 
time or otherwise. Besides you will not engage in any commercial activity. In case of defiance of this 
provision, Company shall have all rights to take appropriate disciplinary action against you, in its sole 
discretion. 

 In case you absent yourself from duty for 7 days or more or extend leave at your own and without 
consent of management beyond originally granted leave, you shall be deemed to have left and 
relinquished your service. Such automatic relinquishment of the contract of employment shall be 
deemed as repudiation of the contract of employment by you and not as a termination of the service 
by the company. In such case the Company will initiate necessary action as per its policy, in that 
regard. 

 You will be retired from service on attaining superannuation age of 58 years or earlier in case you are 
found physically and/or mentally unfit to work any longer or for continued ill-health as certified by 
the medical officer nominated by the Company. 

 You are requested to submit 10 passport size photographs and the attested copies of the following 
documents, at the time of joining: 

o School leaving certificate / birth certificate 
o Educational qualification certificate (from 10th std onwards) along with mark sheets 
o Passport (The first 4 and the last 4 pages) 
o Relieving letter or duly accepted resignation letter from your present and previous 

employers 
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o Salary certificate from your present and previous employers 

 Please ensure to accept the Online Offer Letter once you have gone through all the clauses. Your 
acceptance to the Letter is mandatory before you report to joining.

 

The Relocation Amount will be applicable to you as per Policy. The amount will be recoverable from your Full 
and Final settlement in case you decide to leave the organization before completion of 1 year from your Date 
of Joining

         

Please note that no commitments other than what is mentioned in this letter & its annexure(s) will be 
applicable to you or entertained by us.
You are advised to go through the contents of this offer letter and the annexure(s) before signing the duplicate 
copy.

With best wishes and looking forward to a mutually fruitful association.

Yours sincerely,
For Statestreet HCL Services 

DEBASIS SARKAR
SENIOR VICE PRESIDENT
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DECLARATION

I, Meghraj Mahesh Ghatole, hereby declare that I have completely understood the contents of the 
instant Letter and I agree to abide by the below mentioned clauses: 

1. Flexible to work in any shifts, process, Centre and location.

2. All the required documents to be submitted on the date of joining.

3. Salary will be subject to revision in case of non-submission of the required experience 
certificates. 

 Unsatisfactory responses from the previous employment references may lead to 
reduction in salary or/and termination of employment with us.

4. Non-disclosure of prior experience with HCL will lead to termination of employment. 

In case, the aforesaid particulars are found to be incorrect or it is found that I have 
withheld some relevant facts, State street HCL Services (India) Private Limited has 
the right to withdraw the instant Letter of Offer and/or terminate my employment 
with immediate effect.
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Annexure II

LIST OF DOCUMENTS/INFORMATION TO BE SUBMITTED TO FACILITATE JOINING, PRE-EMPLOYMENT 
BACKGROUND VERIFICATION / VALIDATION AND APPOINTMENT PROCESS AT HCL

 

PRE-EMPLOYMENT BACKGROUND VERIFICATION

S.No. Particulars (To be submitted to the Recruiter)

1
Highest Qualification -  Degree Certificate, All Years Mark sheets. Provisional Degree Certificate required 
for courses completed in the last 6 months from the current date

2
Permanent/Current Address Proof – Passport, Ration Card, Voter ID, Driving License, , Rental 
agreement or Lease agreement etc.

3
Previous Employer – Relieving and Experience Letter, latest salary slips & offer letter with Employee ID 
Number

4 A duly filled and signed copy of the BGV(Joining Form) Form and LOA (letter of authorization)

5 Identity Verification - Copy of valid passport and PAN card required

 Additional documents (To be submitted on request)

1. Highest Qualification- Admit card, college and university official’s (Registrar and Director) detail

2. Previous Employer – Direct HR Contact, PF account details, bank statement showing salary transfer and Form 
16, If company is active, employer’s active address.

Things to Remember

1. The information provided in Resume and background verification form must be same.

2. Information provided in background verification form must be accurate.

3. Period of stay mentioned in the background verification form should be correct and in continuation 
(without any GAP).

4. Any Gap in Employment or Education must be informed explicitly to the recruiter.

Additional document can be requested to clear background verification therefore to avoid delay it is advisable to 
submit these documents along with the mandatory documents.
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 Please ensure that the copies uploaded are clearly visible as dark and hazy copies are not 
accepted. 

 Please avoid clicking pictures of documents and uploading.

 Please do not send soft copies through Emails.

 Employee must enter/submit correct/accurate Aadhar number on joining portal so that 
HCL onboarding team can ensure the right information is passed on for EPF (Employee 
Provident Fund) / EPS (Employee Pension Scheme) / UAN (Universal Account Number) 
account creation/porting etc.

 HCL will only validate the accuracy of the Aadhar Card details for EPF/EPS/UAN and shall 
not store or use Aadhar card information for any other purposes. 

 Please keep your PF account number (immediate previous employment), UAN information 
handy as these details are required at the time of filling details on the portal. 

 Induction Timings are will be circulated to you separately. 

 Please ensure your BGV Status is Green, before the Date of Joining, check with your 
Recruiter on the progress/Status.

 All storage Media Devices e.g. personal laptop, Pen Drives etc. are not allowed inside the 
campus.

If requested by the recruiter, you may be required to report to HCL Onboarding Team for 
completing joining formalities on the day of joining by 10:00 a.m. at your respective location 
of joining.

If your joining is completed remotely, please submit the requested documents to the HCL 
Onboarding team within 7 days of your date of joining, either in person or through courier.

Location of HCL Onboarding Team for joining formalities: 

List of Documents required for joining (Must be mandatorily uploaded on Discover HCL Portal)

S. No Document Name
1 Latest Offer/Appointment Letter with Cost to Company (CTC and ALL ANNEXURES) 

2 Extension Letter (if the Date of Joining in the offer letter is past dated) 
3 Passport –Name & DOB page as proof
4 10th Mark sheet, only if passport is not available.  
5 PAN Card as ID Proof (Only if passport is not available)
6 Passport Size Photographs (Only with white background) 
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S. No Location Address 

1 NOIDA  HCL Technologies Ltd, Gate No. -1 , Akashi Induction Room, Ground Floor, Tower – 1, Hub SEZ,, 
Plot No 3A, Sector 126, Noida - 201303. UP (India)

2 CHENNAI HCL Technologies Ltd, Sez Unit-2 (Sdb2 Buid), Elcot-Special Economic Zone, 602/3, 
Shollinganallur Village, Shollinganallur-Medavakkm High Road, Chennai-600119

3 BANGLORE HCL Technologies Ltd, SAL (602), 6th Floor, Tower 4, Special Economic Zone (SEZ), 129, Jigani 
Industrial Area, Bommasandra-Jigani Link Road, Bangalore – 562106 

4 KOLKATA HCL Technologies Ltd,Level-4, Building -A3 Unitech Infospace, Dh Street, Rajarhat, Kolkata-
700091

5 HYDERABAD HCL Technologies Ltd, Himalaya Induction Room, Level-2, H-01B, Special Economic Zone, 
Phoenix Infocity Pvt Ltd, -Survey No. 30,34,35 & 38, Hitech city 2, Madhapur, Hyderabad-500081

6 PUNE HCL Technologies Ltd, Blue Bell, Tower-7, Level- Upper Ground Floor , Wing (A&B), Magarpatta, 
Sez, Pune-411013

7 MUMBAI HCL Comnet Ltd, Arena Tower, Ground Floor, Road No 12, Midc, Andheri East, Opp Goldfinch 
Hotel, Mumbai-400093

8 LUCKNOW HCL Technologies Ltd, IT City, Near Chack Gajaria Farms, Sultanpur Road, Gate No. 1,  Tower 
SDC-02, First Floor – Induction Room-1,  Lucknow, Uttar Pradesh-226002

9 MADURAI HCL Technologies Ltd, Elcot,  IT SEZ , , , Plot No. 5 & 7, Ilanthaikulam Village-Madurai-Tamil 
Nadu-625020

10 Nagpur HCL Technologies Ltd, Plot No.5, Sector 12, Mihan SEZ, Nagpur -441108

11 Coimbatore State Street HCL Services | Human Resources | Module - 201, 202, 203, 204 And 206 – 2Nd 
Floor, Tidelpark Coimbatore Limited, Coimbatore - 641014,Extn : 04226657526|

12 Vijayawada State Street HCL Services Private Limited, Medha IT Towers, Third Floor, Kesarapalli, 
Gannavaram, Krishna District 521102

Please go through the contents of this letter of offer and the annexure before accepting it. Your 
acceptance of the e-offer will be deemed as you have read and accepted all the clauses mentioned 
here-with.

Besides the above policies State street HCL Services (India) Private Limited is governed by 
policies* which are listed in corporate intranet www.hclbpo.net. 

http://www.hclbpo.net/
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Annexure III

EXPLANATION OF COMPENSATION STRUCTURE AND EMPLOYEE BENEFITS

To facilitate an easy understanding of your compensation structure (Cost to Company, 
CTC), the various components are explained as following:

BASIC SALARY The Basic Salary is standard across organization and brought to a 
certain value of the CTC. Basic salary has an impact on various other components such 
as the PF contribution, medical insurance cover, Gratuity, HRA etc. and hence has to be 
balanced so as not to substantially reduce the employee's take home salary. 

House Rent Allowance (HRA) The HRA is payable maximum Up to 100% of the Basic 
Salary and paid monthly. This includes the Company Leased Accommodation value. For 
those who are not staying in a rented accommodation, can declare the same in the 
system post joining and this amount would be paid as taxable component.

Advance Statutory Bonus Applicable where monthly gross does not exceed INR 
21,000 (excluding variable component) as per the Payment of Bonus Act. 

Attendance Allowance Attendance Allowance is payable max. up to INR.1000/- per 
month.

Food Wallet Food Wallet is a voluntary benefit and is applicable for payments related to 
food and non- alcoholic beverages only. Once enrolled, the benefit should be availed 
within HCL Cafeterias or food joints outside HCL campus which serves only food and 
non-alcoholic beverages. This Food Wallet cannot be used in any other outlet other than 
designated food outlet.

Compensatory Allowance Compensatory Allowance is a buffer component that adjusts 
the amount of CTC against all other fixed components. 

Medical Insurance Some of the salient features of the Group Health Medical Insurance 
policy are as follows

 The policy covers Hospitalization expenses and Maternity expenses. 
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 By default, the employees (who are not covered under the ESI Act, 1948] 
will be mandatorily covered under the benefit. The benefit will also be 
available to cover Spouse, dependent children, dependent parents/in-laws, 
dependent brothers who are unemployed but below the age of 25 and sisters 
(unmarried & unemployed), additionally, by declaring them as dependants 
and on confirming that they are NOT covered under any other employer-
sponsored medical scheme (e.g., Central Government Health Scheme) and 
that they are wholly or substantially dependent on you for their medical 
needs.

 The premium payable depends on the dependants declared.
 The hospitalization coverage limit will be same as defined in compensation 

structure. 
 Company reserves the right to amend the benefit plan and shall keep all 

employees informed/updated.
 You may refer ‘Medical Insurance policy’ for further details.

 Coverage under ESI:
Applicable where monthly gross does not exceed INR 21,000 (excluding variable 
component) as per the Payment of Bonus Act.
The employee will be covered under Employee State Insurance Scheme in 
accordance with the applicable norms and amendments made during time to time or 
any further amendment which may come into force during the employment tenure 
under Employees’ State Insurance Act, 1948.

Employees covered under ESI would not be covered by default under HCL’s medical 
insurance benefit. Option to enroll under medical insurance is available as well; 
however, in such a case, the additional cost of annual medical premium has to be 
borne by the employee as per terms and conditions elucidated under Medical 
Insurance policy.

*The employee & employer contribution will be payable as per current prescribed 
rates under ESI Rules. 

 Employer's contribution to Provident Fund: As per statutory requirements, an 
employee has to contribute 12% of the basic salary towards Provident Fund (PF). HCL 
contributes matching amount to PF. Out of employer's contribution, 8.33% of monthly 
basic or INR. 1,250/- whichever is lower is remitted to PF authorities towards 
Employees’ Pension Scheme (EPS). All employees are thereby eligible to draw pension 
after superannuation, except those who had opted out of EPS as per Form-11 
declaration.  
*The percentage and amount is in compliance with the current PF Act.

Gratuity
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As per statutory requirements, it is employer’s statutory liability to pay 15 days’ Basic 
salary (15/26 of a monthly Basic) for every completed year of service to each of his 
employees on their exit, for any reason after five years of continuous service, subject to 
maximum limit of INR 20.00 lakhs.

ANNEXURE IV

This Annexure contains the Employee Undertakings which sets forth certain employee obligations 
with respect to the protection of the confidential information and legitimate business interests of 
the Company.

As a condition of my employment and/or continued employment with the Company and my receipt 
of the compensation now and hereafter paid to me by the Company, I agree to the following:

1. Confidential Information: 

Company Information:  I shall not use, communicate, or disclose, except for the benefit of 
the Company, any Confidential Information relating to the Company, its corporate parent, or 
any of their subsidiaries or affiliates (collectively “Company Parties”), to which I have been 
privy to by virtue of being an employee of the Company. I understand that “Confidential 
Information” for this purpose shall mean and include all information, regardless of the form 
whether oral, written, stored in a computer database or otherwise, which in any way relates 
to markets, customers (including, but not limited to customers of any of the Company 
Parties with whom I interacted or with whom I became acquainted while being associated 
with the Company), products, patents, inventions, know-how, software, procedures, 
methods, designs, strategies, plans, assets, liabilities, revenues, pricing lists, customer 
information, profits, organization, employees, agents, distributors or business in general of 
any of the Company Parties. I understand that Confidential Information and trade secrets do 
not include any of the items mentioned above, which have become publicly known and 
made generally available through no wrongful act of mine, or of others who were under 
confidentiality obligations, as to the item or items involved. I hereby agree to maintain the 
secrecy and confidentiality of such Confidential Information.
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Former Employer Information:  I agree that I will not, during my employment with the 
Company, improperly use or disclose any proprietary information or trade secrets of any 
former or concurrent employer or other person or entity.  Further, I will not bring into the 
Company premises any proprietary information or trade secret of any such employer, 
person or entity unless consented to in writing by such employer, person, or entity. 

Third Party Information:  I recognize that the Company has received, and in the future will 
receive, from third parties their confidential or proprietary information subject to a duty to 
maintain the confidentiality of such information and to use it only for certain limited 
purposes.  I agree to hold all such confidential or proprietary information in the strictest 
confidence and agree to not disclose it to any person, corporation, or entity.  I also agree not 
to use such information except as necessary in carrying out my work for the Company 
consistent with the Company’s Agreement with such third party.

2. Inventions:  

Inventions Retained and Licensed: I have shared and declared a list describing all inventions, 
original works of authorship, developments, improvements, and trade secrets which were 
made by me prior to my employment with the Company (collectively referred to as “Prior 
Inventions”), which belong to me, which relate to the Company’s proposed business, 
products or research and development, and which are not assigned to the Company 
hereunder, or, if no such list is attached, I represent that there are no such Prior Inventions.  
If in the course of my employment with the Company, I incorporate into a Company product, 
process, or machine a Prior Invention owned by me or in which I have an interest, the 
Company is hereby granted and shall have a nonexclusive, royalty-free, irrevocable, 
perpetual, worldwide license to make, have made, modify, use and sell such Prior Invention 
as part of or in connection with such product, process or machine.

Assignment of Inventions: I agree that I will promptly make full written disclosure to the 
Company, which will hold in trust for the sole right and benefit of the Company, and hereby 
assign to the Company, or its designee, all my right, title, and interest in and to any/all 
invention(s), original works of authorship, development, concepts improvements or trade 
secrets, whether or not patentable or registrable under copyright or similar laws, which I 
may solely or jointly conceive or develop or reduce to practice, or cause to be conceived or 
developed or reduced to practice, during the period of time I am in the employ of the 
Company (collectively referred to as “Inventions”), except as provided in sub-section (e) 
below. I further acknowledge that all original works of authorship created by me (solely or 
jointly with others) within the scope of and during the period of my employment with the 
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Company and which are protectable by copyright are “works made for hire”, as defined 
under the local copyright legislations (and all amendments thereto).

Maintenance of Records: I agree to keep and maintain adequate and current written records 
of all Inventions made by me (solely or jointly with others) during the terms of my 
employment with the Company. The records will be in the form of notes, sketches, 
drawings, and any other format that may be specified by the Company. The records will be 
available to the Company and always remain the sole property of the Company.

Patent and Copyright Registrations: I agree to assist the Company, or its designee, at the 
Company’s expense, in every proper way to secure the Company’s rights in the Inventions 
and any copyrights, patents, mask work rights or other intellectual property rights relating 
thereto in any and all countries, including the disclosure to the Company of all pertinent 
information and data with respect thereto, the execution of all applications, specifications, 
oaths, assignments and all other instruments which the Company shall deem necessary in 
order to apply for and obtain such rights and in order to assign and convey to the Company, 
its successors, assigns, and nominees the sole and exclusive rights, title and interest in and 
to such Inventions, and any copy rights, patents, mask work rights or other intellectual 
property rights relating thereto.  I further agree that my obligation to execute or cause to be 
executed, any such instrument or papers shall continue after the termination of my 
employment.  If the Company is unable to perfect any right, title, interest because of my 
mental or physical incapacity or for any other reason to fail to secure my signature to apply 
for or to pursue any application for any local or foreign patents or copyright registrations 
covering Inventions or original works of authorship assigned to the Company as above, then 
I hereby irrevocably designate and appoint the Company and its duly authorized officers and 
agents as my agent and attorney in fact, to act for and on my behalf to execute and file any 
such applications and to do all other lawfully permitted acts to further the prosecution and 
issuance of letters patent or copyright registrations thereon with the same legal force and 
effect as if executed by me.

Exception to Assignments: I understand that the provisions of this Annexure requiring 
assignment of Inventions to the Company do not apply to any invention for which no 
equipment, supplies, facilities or trade secret information of the Company was used and 
which was developed entirely on my own time, unless: (i) at the time the Invention was 
conceived or reduced to practice, it related (A) directly to the business of the Company, or 
(B) to the Company’s actual or demonstrably anticipated research or development; or (ii) the 
Invention resulted from any work performed by me for the Company.  I understand further 
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that the laws of certain states would prohibit the assignment of such Inventions.  I will 
advise the Company promptly in writing of any inventions that I believe meet the criteria of 
this paragraph.

3. Returning Company Documents: I agree that, at the time of leaving the employment of the 
Company, I will deliver to the Company (and will not keep in my possession, recreate or 
deliver to anyone else) any and all devices, records, data, notes, reports, proposals, lists, 
correspondence, specifications, drawings, blueprints, sketches, materials, software, 
databases, equipment, other documents or property, or reproductions of any 
aforementioned items developed by me pursuant to my employment with the Company or 
otherwise belonging to the Company, its successors or assigns. 

4. Notification to New Employer: If I leave the employment of the Company, I hereby grant 
consent to the Company to notify my new employer about my rights and obligations 
hereunder.

5. Non-Solicitation: For a period of six (6) months after termination of my employment or 
cessation of my association with the Company for any reason whatsoever, I shall not, solicit or cause 
or authorize directly or indirectly to be solicited for employment, or cause or authorize directly or 
indirectly to be employed on my own behalf or on behalf of any Third Parties, any person who is an 
employee of the Company. I also agree not to use or disclose to any Third Parties any information 
obtained by myself while being an employee of  the Company concerning the names and addresses 
of the Company's past and present employees.

6. Non-Competition:  During 6-month period, immediately following termination of my employment 
with the Company, unless I receive written authorization from the Company to do so. I will not, 
directly or indirectly, perform any similar Services for any competing Company including current or 
former customer and / or prospects of the Company with whom I worked in the past twelve (12) 
months.

For the purposes of these non-compete provisions, “Similar Services” means, services which meet all 
or any of the following criteria(s):

i. work in the competing business / product (e.g. Digital Business; Security; Customer 
Experience; Marketing etc.) or sector (e.g. Financial Services) in which I worked for the Company; 
where the
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ii. nature of work remains the same (e.g. selling ITBS Services; Product Architect) and involves 
the same end clients  or prospects, and is

iii. performed in the same geography / market where I provided services for the Company.

The Company reserves the right to unilaterally waive this restriction in full or in part at its discretion; 
the Employee hereby acknowledges and agrees to the same. 

In case, the Company initiates separation by way of involuntary termination or redundancy, then this 
non-compete will not apply.

 
6. General Provisions Regarding Covenants

Extension of Covenants:  If I breach any of my obligations of this Annexure, I understand and 
agree that the time periods of the obligations that I have breached shall be extended by the 
period of time of such breach.  

Attachment Read, Understood and Fair:  I have carefully read and considered the provisions 
of this Annexure and agree that all of the restrictions set forth are fair and reasonable and 
are reasonably required for the protection of the interests of the Company and enhancing its 
goodwill.

7. Protection of Systems & Environment: I agree that during the term of my employment or 
association with the Company, I shall render services, as directed, in an ethical & 
professional manner and in accordance with the work related Policies of the Company such 
as E-mail & Internet Usage Policy, Information Security Policy etc., and their modification 
from time to time. As a part of my job requirement, I may be required to, or would have 
access to Company’s and Company customer’s work and computer environment and, as 
such undertake not to incorporate into Company’s and any customer deliverables, software, 
computer, network, data or other electronically stored information or computer program or 
system, any security device, program routine, device, code or instructions (including any 
code or instructions provided by third parties) or other undisclosed feature, including, 
without limitation, a time bomb, virus, software lock, drop-dead device, digital rights 
management tool (including without limitation so-called DRM root kits), malicious logic, 
worm, Trojan horse, trap door, or other routine, device, code or instructions with similar 
effect or intent, that may be capable of accessing, modifying, deleting, damaging, disabling, 
deactivating, interfering with, shutting down, or otherwise harming any software, computer, 
network, deliverables, data or other electronically stored information, or computer 
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programs or systems,. I understand that any violation or likely violation hereof may expose 
the Company to enormous losses & damages, including without limitation claims from 
Company’s customers and as such the Company will be entitled to recover all such monies 
from me.

8. Remedies: By virtue of the duties and responsibilities attendant with my engagement by the 
Company, I understand that great loss and irreparable damage would be suffered by the 
Company if I should breach any of the terms of this Annexure.  I acknowledge that each such 
term is reasonably necessary to protect and preserve the interests of the Company.  
Therefore, in addition to all other remedies available to the Company at law or in equity, the 
Company shall be entitled to, without posting a bond, specific performance, a temporary 
restraining order and a permanent injunction to prevent a breach or the continuation of a 
breach of any of the terms of this Agreement.  

9. Representations: I represent that my performance of all the terms of my employment 
agreement and this Annexure will not breach any confidentiality agreements prior to my 
employment by the Company.  I have not entered into, and I agree I will not enter into, any 
oral or written Agreement in conflict with any of the provisions of the undertakings in this 
Annexure.

10. Integration: I understand and agree that this Attachment is part of my integrated 
employment Agreement with the Company, and that the general provisions in the 
Agreement to which this is an attachment including, without limitation, those provisions 
concerning reformation and severability, shall be applied when interpreting this Annexure.

Accepted

__________________________________
Meghraj   Mahesh Ghatole
November 18, 2022
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We look forward for you being an integral part of this arduous yet fulfilling journey 
towards excellence and growth and hope our relationship will go a long way! 

Disclaimer
You will be liable to pay all applicable taxes on your income as per the local laws. You 
will also be responsible for filing your personal Income Tax returns. You acknowledge 
that the Company is not in any way influencing, guiding, suggesting on aspects of 
taxation or tax saving measures in any form and that the same is individual’s decision / 
personal choice.
Please note that all components mentioned above may or may not be a part of your 
compensation structure. HCL reserves the right to alter, append or withdraw the benefits 
extended either in part or in full based on management’s discretion.
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                 Date:  September 9, 2022
Private & Confidential

Kedarnath Nagesh Gobbure

49,nilam nagar,solapur
49,nilam nagar ,solapur,

Solapur,
Maharashtra,
India - 413006

Document ID - 2e70084f-fccf-4c2c-84db-1876c54f2e34

Dear Kedarnath Nagesh,   

 Congratulations! With reference to your application and subsequent interview, we 
are pleased to make you an offer –cum - appointment with State Street HCL 
Services (India) Private Limited (“SSHS” or “HCL” or “Company”) as 
Analyst. You are required to report on September 15, 2022 at 09:00 AM at the 
address: Statestreet HCL Services (India) Private Limited, PuneSEZ-
Magarpatta City,Tower 7,Wing A&B. 

 Your annual compensation would be Rs. 240000 per annum as per Annexure I. 
However, the structure and components of your Compensation plan may be 
changed from time to time in line with the Compensation Policy and practices of 
the Company. In addition to your CTC, you would be eligible for a process 
allowance of based on the process you are aligned to. Process Allowance will be 
shown as an annual component in the CTC annexure but the same shall be 
payable to you on a monthly basis. Process Allowance is payable from the Date of 
production. In the event of process change, Process Allowance will change 
accordingly and a new compensation letter to this effect will be issued to you 
thereafter for your records/reference 

 This is a system generated (offer and appointment letter) document. Agreeing to 
the terms and conditions in the workflow of iTap (Company’s web based 
application) is as good as signing of physical contract form on mutual agreement 
between you and the Company. It has legal binding as per the law if mutual trust 
is breached. You are requested to accept the offer within 07 days and mail the 
confirmation of acceptance to recruiter’s email id- bhagyashreevi.waghc@hcl.com 
, failing which the offer will stand null and void. 

 Your employment may be subject to you being declared medically fit by a 
registered medical practitioner. Company shall request for the same as and when 
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it is required, as per the Company Policies/ client requirement. The fitness testing 
(and accompanying results) will not lead to any subjective , discriminatory or 
unethical actions.
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 All our operations function 24x7, 365 days in a calendar year. Your working 
hours, number of working days in a week, weekly - off will depend upon the 
process requirements. Your working hours will be as advised to you by your 
superiors from time to time but shall not exceed 48 hours in a week. It is 
expressly agreed that if you fail to perform the work according to the scheduled 
working hours or you resort to stoppage of work, whether alone, or with others, 
you will be entitled to receive salary only in proportion to the working hours 
during which you actually performed work.

 In accordance with the authorization on your application, your appointment is 
subject to your clearance of Background Verification/Reference Check/any 
other test specified by the client and genuineness of documents or 
information provided by you to the Company. You are being provisionally offered 
on the presumption that you have no criminal background as per law of the land 
and the particulars furnished by you in your Application and/or Bio-data are 
correct. We will also be contacting your referrals. Please note that this offer is 
subject to satisfactory references being obtained. 

 The company will undertake the background verification / validation process of 
employees in terms of education, previous employment(s), criminal verification, 
database and web searches, address verification, claims made against 
achievements in the resumes/CVs of the employees etc. with the help of a third 
party as and when required. You would be required to submit photocopies of 
documents detailed in Annexure A to facilitate the joining and background 
verification process.  The company may also undertake reference check through 
at least two professional references submitted during the process of selection. 

 In case the Prospective Employees fails to submit any document required for 
conducting background verification, they will not be considered for hiring.  If the 
Prospective Employees fails the background verification, appropriate actions 
including withdrawal of offer of employment will be taken basis the 
recommendations given by the background verification team & in line with HCL 
policies

 In case the aforesaid particulars are found to be incorrect or it is found that you 
have concealed or withheld some other relevant facts, your offer/employment 
with the Company shall stand terminated/cancelled forthwith, without any notice. 

 Your growth in terms of role, compensation etc., in the company will solely be 
based on your performance. Unless notified in writing, you will be deemed as 
"confirmed" on completion of your probation period i.e. 6 months from date of 
joining. Subsequently, your annual performance appraisal and compensation 
review will be aligned and affected from the first day of the subsequent quarter 
thereafter. Probation period & Performance Appraisal / Compensation 
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Review shall be deemed to be changed with the change in position / 
process / function. 

 

 Your services during the period of probation shall be liable to be terminated 
giving two month notice or two month basic salary in lieu thereof without 
assigning any reason thereof.  Likewise you will also be competent to terminate 
your contract of employment by giving two month notice. The waiver of the 
notice period fully or partially or acceptance of such basic salary is at the 
Company’s sole discretion. Further, the aforesaid requirement of notice period 
may be extended, if mutually agreed by you and the Company.

    

 The company shall be entitled to accept your prospective resignation with effect from a date earlier 
than the one offered by you and thus relieve you at any time during your notice period as the notice 
is for the benefit of the management and balance notice period can be waived at any time by the 
management. In such an event, however, you shall be paid basic salary for the remaining period of 
your notice. In case the management at your request accepts a shorter period of notice, you shall be 
entitled to receive your salary only for the actual number of days worked. 

 You will be required to declare at the time of joining any direct relatives who may be working with 
HCL or any of its subsidiary, group, and affiliate companies, direct or indirect competitors. During your 
employment with State Street HCL Services (India) Private Limited, if any of your direct relatives are 
offered by HCL or any of its subsidiary, group, affiliate companies, you would be required to 
voluntarily declare the same as and when an offer of employment is made to them. Direct relatives 
herein include parents, spouse, brother/s, sister/s and children of the State Street HCL Services 
(India) Private Limited employee. 

 On joining you will be imparted with necessary training. You are expected to meet with all the 
requirements in the training. In the event, you are unable to meet with the expectations; we would 
be constrained to terminate your services. During the training period working schedule shall be of any 
six days a week. 

 All Employees are entitled to avail the Company Transport within the defined limits as per company’s 
policy

 During your employment if the company identifies any negative instances/ irregularities relating to 
your previous employment, your employment will be terminated with immediate effect. 

 You and your family (spouse, dependent children, dependent parents) will be covered under 
comprehensive Medical Insurance scheme/ESI as per policy 



5

                                                                                                 SIGNATURE OF EMPLOYEE

 Your resignation shall become effective as soon as the management accepts it. The management shall 
be competent to withhold its acceptance in respect of your resignation in case dues are recoverable 
from you or if you are under suspension and/or disciplinary proceedings are pending or contemplated 
against you or for any other similar reasons. After having opted to resign and given the intimation to 
this effect, you shall be debarred from withdrawing your resignation except with the written 
permission of the management. 

 Subject to other terms of the instant letter, company reserves the right to terminate your services 
without any cause assigned to the termination. In such a case, the company at its discretion would 
consider to pay the terminated employee one-month basic salary only. 

 During your employment with the Company, you will be liable to be transferred to any of the offices/ 
departments /manufacturing units of the Company or of associate companies/ group companies, 
client location, whether existing or to be set up, anywhere in India or abroad, on the same terms and 
conditions of employment at the sole discretion of the management. Provided that if you are deputed 
to any associate/ subsidiary/ group company outside India by the Company, you shall be treated as 
having bound yourself to serve the Company for the deputation period, and for the stipulated period 
thereafter, if any, and the same shall be treated as the contract period vis-à-vis this contract of 
service. 

 You may be required to attend specialized training, either in India, or abroad, and it is expected that 
you will be ready and willing to undertake such training, as the same is necessary to enable you to 
effectively discharge your duties with the Company. The training period would be any six days of a 
week. The Company shall be spending considerable amount of money on the said training, and it is 
expected that you shall work for the Company for a certain minimum stipulated period of time after 
completion of the said training, so as to enable the Company to get the benefit of the amount spend 
by it. It is the practice of the Company to execute a training and/or Service agreement at the 
commencement of training in which the rights and liabilities of the respective parties are set out. You 
will be required to compensate the company for the amounts spend by it on the training in the event 
of your committing breach of your obligations under the training - and - service agreement. You may 
also be required to furnish at least one surety to guarantee due compliance with the terms of the 
training and/or service agreement as per the policy. Subject to above, during your employment with 
the company, you may also be required to execute agreement(s) in the nature of NDA (Non-disclosure 
agreement) or any other agreement/undertaking/affidavit due to client/process/business 
requirements. 

 During your employment with the company, you will be governed by the policies, service rules and 
regulations of the company being in force or introduced/amended later. In this regard, a 
confidentiality undertaking at the time of joining and/or any other agreement that may be required 
from time to time will be required to be executed by you. 
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 You shall not divulge, communicate or pass on any information, secrets directly or indirectly which 
you may come to possess as a result of your employment with the company to any outsider or to 
anyone not employed by the company. At all times you shall maintain absolute integrity. You shall not 
communicate, in any manner, any information regarding your remuneration / terms of employment 
to any other employee of the company except your immediate superior and/or concerned person(s) 
of HR Department. Indulgence in such activities or any violation of this norm shall lead to termination 
of your employment immediately.

 You would be initially posted at Pune(A008), where you are requested to report to Human Resources 
Group on joining. Upon joining, you will be required to sign a standard undertaking on your 
obligations to conform to organizational discipline, policies and norms. 

 During your employment with the company, you will not take up employment elsewhere either part 
time or otherwise. Besides you will not engage in any commercial activity. In case of defiance of this 
provision, Company shall have all rights to take appropriate disciplinary action against you, in its sole 
discretion. 

 In case you absent yourself from duty for 7 days or more or extend leave at your own and without 
consent of management beyond originally granted leave, you shall be deemed to have left and 
relinquished your service. Such automatic relinquishment of the contract of employment shall be 
deemed as repudiation of the contract of employment by you and not as a termination of the service 
by the company. In such case the Company will initiate necessary action as per its policy, in that 
regard. 

 You will be retired from service on attaining superannuation age of 58 years or earlier in case you are 
found physically and/or mentally unfit to work any longer or for continued ill-health as certified by 
the medical officer nominated by the Company. 

 You are requested to submit 10 passport size photographs and the attested copies of the following 
documents, at the time of joining: 

o School leaving certificate / birth certificate 
o Educational qualification certificate (from 10th std onwards) along with mark sheets 
o Passport (The first 4 and the last 4 pages) 
o Relieving letter or duly accepted resignation letter from your present and previous 

employers 
o Salary certificate from your present and previous employers 

 Please ensure to accept the Online Offer Letter once you have gone through all the clauses. Your 
acceptance to the Letter is mandatory before you report to joining.

 



7

                                                                                                 SIGNATURE OF EMPLOYEE

The Relocation Amount will be applicable to you as per Policy. The amount will be recoverable from your Full 
and Final settlement in case you decide to leave the organization before completion of 1 year from your Date 
of Joining

         

Please note that no commitments other than what is mentioned in this letter & its annexure(s) will be 
applicable to you or entertained by us.
You are advised to go through the contents of this offer letter and the annexure(s) before signing the duplicate 
copy.

With best wishes and looking forward to a mutually fruitful association.

Yours sincerely,
For Statestreet HCL Services 
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DECLARATION

I, Kedarnath Nagesh Gobbure, hereby declare that I have completely understood the contents of 
the instant Letter and I agree to abide by the below mentioned clauses: 

1. Flexible to work in any shifts, process, Centre and location.

2. All the required documents to be submitted on the date of joining.

3. Salary will be subject to revision in case of non-submission of the required experience 
certificates. 

 Unsatisfactory responses from the previous employment references may lead to 
reduction in salary or/and termination of employment with us.

4. Non-disclosure of prior experience with HCL will lead to termination of employment. 

In case, the aforesaid particulars are found to be incorrect or it is found that I have 
withheld some relevant facts, State street HCL Services (India) Private Limited has 
the right to withdraw the instant Letter of Offer and/or terminate my employment 
with immediate effect.

Annexure II

LIST OF DOCUMENTS/INFORMATION TO BE SUBMITTED TO FACILITATE JOINING, PRE-EMPLOYMENT 
BACKGROUND VERIFICATION / VALIDATION AND APPOINTMENT PROCESS AT HCL

 

PRE-EMPLOYMENT BACKGROUND VERIFICATION

S.No. Particulars (To be submitted to the Recruiter)

1
Highest Qualification -  Degree Certificate, All Years Mark sheets. Provisional Degree Certificate required 
for courses completed in the last 6 months from the current date

2
Permanent/Current Address Proof – Passport, Ration Card, Voter ID, Driving License, , Rental 
agreement or Lease agreement etc.

3
Previous Employer – Relieving and Experience Letter, latest salary slips & offer letter with Employee ID 
Number

4 A duly filled and signed copy of the BGV(Joining Form) Form and LOA (letter of authorization)

5 Identity Verification - Copy of valid passport and PAN card required
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 Additional documents (To be submitted on request)

1. Highest Qualification- Admit card, college and university official’s (Registrar and Director) detail

2. Previous Employer – Direct HR Contact, PF account details, bank statement showing salary transfer and Form 
16, If company is active, employer’s active address.

Things to Remember

1. The information provided in Resume and background verification form must be same.

2. Information provided in background verification form must be accurate.

3. Period of stay mentioned in the background verification form should be correct and in continuation 
(without any GAP).

4. Any Gap in Employment or Education must be informed explicitly to the recruiter.

Additional document can be requested to clear background verification therefore to avoid delay it is advisable to 
submit these documents along with the mandatory documents.

List of Documents required for joining / induction day (Hard Copies)

S. No Document Name Number of Photocopies

1 Latest Offer/Appointment Letter with Cost to Company (CTC and ALL 
ANNEXURES) 1

2 Extension Letter (if the Date of Joining in the offer letter is past dated) 1
3 Passport –Front copy only - for Name & DOB proof. 1
4 10th Mark sheet, only if passport is not available.  1
5 PAN CARD as ID Proof (Only if passport is not available) 1
6 Passport Size Photographs (Only with white background) 3

 Please ensure all documents are Self-attested (Photocopies). 
 Please ensure that the photocopies are clearly visible as dark and hazy photocopies are not 

accepted. 
 Please avoid clicking pictures of documents and taking printouts. 
 Please do not send soft copies through Emails. 
 Please bring a copy of your Aadhar card on the Induction day, so that HCL onboarding team 

can ensure the right information is passed on for EPF (Employee Provident Fund) / EPS 
(Employee Pension Scheme) / UAN (Universal Account Number) account creation/porting 
etc.
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 HCL will only validate the accuracy of the Aadhar Card details for EPF/EPS/UAN and 
shall not store or use Aadhar card information for any other purposes.

 Please keep your PF account number (immediate previous employment), UAN information 
handy as these details are required on the induction day. 

 Induction Timings are 0900 to 1830 IST. 
 Please ensure your BGV Status is Green, before the Date of Joining, check with your 

Recruiter on the progress/Status.
 All storage Media Devices e.g. laptop, Pen Drives etc. are not allowed inside the campus.

You are required to report to HCL Onboarding Team for completing joining formalities on the day 
of joining by 9:00 a.m. at your respective location of joining as following.

S. No Location Address 
1 NOIDA Mondays and Thursdays: Triveni Induction Room, First Floor, KNMA Tower, Gate 

number 1, HCL Technology Hub, Plot No 3A, Sector 126, Noida - 201313. UP (India) 
Tuesdays, Wednesdays and Fridays: Akashi Induction Room, Ground Floor, Tower 
– 1, Gate number -1, HCL Technology Hub, Plot No 3A, Sector 126, Noida - 201313. 

UP (India)
2 CHENNAI HCL Technologies Ltd,Sez Unit-2 (Sdb2 Buid), Eclot-Special Economic Zone, 602/3, 

Shollinganallur Village, Shollinganallur-Medavakkm High Road, Chennai-600119

3 BANGLORE HCL Technologies Ltd, SAL (602), 6th Floor, Tower 4, Special Economic Zone (SEZ), 
129, Jigani Industrial Area, Bommasandra-Jigani Link Road, Bangalore – 562 106

4 KOLKATA HCL Technologies Ltd,Level-4, Building -A3 Unitech Infospace, Dh Street, Rajarhat, 
Kolkata-700091

5 HYDERABAD HCL Technologies Ltd,Special Economic Zone, Phoenix Infocity Pvt Ltd, H-01, Level -2 
, Hitec City 2-Survey No. 30,34,35 & 38, Madhapur, Hyderabad-500081

6 PUNE HCL Technologies Ltd,Blue Bell, Tower-7, Level- Upper Ground Floor , Wing (A&B), 
Magarpatta, Sez, Pune-411013

7 MUMBAI HCL Comnet Ltd,Arena Tower, Ground Floor, Road No 12, Midc, Andheri East, Opp 
Goldfinch Hotel, Mumbai-400093

8 LUCKNOW HCL Technologies Ltd,HCL IT City, SDC-01, 2nd Floor – Induction Room, Chack Gajaria 
Farms, Sultanpur Road, Lucknow, Uttar Pradesh-226002

9 MADURAI HCL Technologies Ltd, Sez Unit-1, Tower-1, Elcot, Special Economic Zone, Survey No. 
1/2, 1/3, 1/19, 1/20, 4/1, 2/1, 2/2, 4/2, & 5, Plot No. 5&7,Ilandhaikulam Village-

Madurai-Tamil Nadu-625020
10 Nagpur HCL Technologies Ltd, Plot No.5, Sector 12, Mihan SEZ, Nagpur
11 Coimbatore State Street Hcl Services | Human Resources | Module - 201, 202, 203, 204 And 206 – 

2Nd Floor, Tidelpark Coimbatore Limited, Coimbatore - 641014,Extn : 04226657526|

12 Vijayawada State Street HCL Services Private LimitedMedha IT Towers,Third 
Floor,Kesarapalli,Gannavaram,Krishna District 521102

Please go through the contents of this letter of offer and the annexure before accepting it. Your 
acceptance of the e-offer will be deemed as you have read and accepted all the clauses mentioned 
here-with.

Besides the above policies State street HCL Services (India) Private Limited is governed by 
policies* which are listed in corporate intranet www.hclbpo.net. 
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Annexure III

EXPLANATION OF COMPENSATION STRUCTURE AND EMPLOYEE BENEFITS

To facilitate an easy understanding of your compensation structure (Cost to Company, 
CTC), the various components are explained as following:

BASIC SALARY The Basic Salary is standard across organization and brought to a 
certain value of the CTC. Basic salary has an impact on various other components such 
as the PF contribution, medical insurance cover, Gratuity, HRA etc. and hence has to be 
balanced so as not to substantially reduce the employee's take home salary. 

House Rent Allowance (HRA) The HRA is payable maximum Up to 100% of the Basic 
Salary and paid monthly. This includes the Company Leased Accommodation value. For 
those who are not staying in a rented accommodation, can declare the same in the 
system post joining and this amount would be paid as taxable component.

Advance Statutory Bonus Applicable where monthly gross does not exceed INR 
21,000 (excluding variable component) as per the Payment of Bonus Act. 

Attendance Allowance Attendance Allowance is payable max. up to INR.1000/- per 
month.

Food Wallet Food Wallet is a voluntary benefit and is applicable for payments related to 
food and non- alcoholic beverages only. Once enrolled, the benefit should be availed 
within HCL Cafeterias or food joints outside HCL campus which serves only food and 
non-alcoholic beverages. This Food Wallet cannot be used in any other outlet other than 
designated food outlet.

Compensatory Allowance Compensatory Allowance is a buffer component that adjusts 
the amount of CTC against all other fixed components. 

Medical Insurance Some of the salient features of the Group Health Medical Insurance 
policy are as follows

 The policy covers Hospitalization expenses and Maternity expenses. 
 By default, the employees (who are not covered under the ESI Act, 1948] 

will be mandatorily covered under the benefit. The benefit will also be 
available to cover Spouse, dependent children, dependent parents/in-laws, 
dependent brothers who are unemployed but below the age of 25 and sisters 
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(unmarried & unemployed), additionally, by declaring them as dependants 
and on confirming that they are NOT covered under any other employer-
sponsored medical scheme (e.g., Central Government Health Scheme) and 
that they are wholly or substantially dependent on you for their medical 
needs.

 The premium payable depends on the dependants declared.
 The hospitalization coverage limit will be same as defined in compensation 

structure. 
 Company reserves the right to amend the benefit plan and shall keep all 

employees informed/updated.
 You may refer ‘Medical Insurance policy’ for further details.

 Coverage under ESI:
Applicable where monthly gross does not exceed INR 21,000 (excluding variable 
component) as per the Payment of Bonus Act.
The employee will be covered under Employee State Insurance Scheme in 
accordance with the applicable norms and amendments made during time to time or 
any further amendment which may come into force during the employment tenure 
under Employees’ State Insurance Act, 1948.

Employees covered under ESI would not be covered by default under HCL’s medical 
insurance benefit. Option to enroll under medical insurance is available as well; 
however, in such a case, the additional cost of annual medical premium has to be 
borne by the employee as per terms and conditions elucidated under Medical 
Insurance policy.

*The employee & employer contribution will be payable as per current prescribed 
rates under ESI Rules. 

 Employer's contribution to Provident Fund: As per statutory requirements, an 
employee has to contribute 12% of the basic salary towards Provident Fund (PF). HCL 
contributes matching amount to PF. Out of employer's contribution, 8.33% of monthly 
basic or INR. 1,250/- whichever is lower is remitted to PF authorities towards 
Employees’ Pension Scheme (EPS). All employees are thereby eligible to draw pension 
after superannuation, except those who had opted out of EPS as per Form-11 
declaration.  
*The percentage and amount is in compliance with the current PF Act.

Gratuity

As per statutory requirements, it is employer’s statutory liability to pay 15 days’ Basic 
salary (15/26 of a monthly Basic) for every completed year of service to each of his 
employees on their exit, for any reason after five years of continuous service, subject to 
maximum limit of INR 20.00 lakhs.

ANNEXURE IV
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This Annexure contains the Employee Undertakings which sets forth certain employee obligations 
with respect to the protection of the confidential information and legitimate business interests of 
the Company.

As a condition of my employment and/or continued employment with the Company and my receipt 
of the compensation now and hereafter paid to me by the Company, I agree to the following:

1. Confidential Information: 

Company Information:  I shall not use, communicate, or disclose, except for the benefit of 
the Company, any Confidential Information relating to the Company, its corporate parent, or 
any of their subsidiaries or affiliates (collectively “Company Parties”), to which I have been 
privy to by virtue of being an employee of the Company. I understand that “Confidential 
Information” for this purpose shall mean and include all information, regardless of the form 
whether oral, written, stored in a computer database or otherwise, which in any way relates 
to markets, customers (including, but not limited to customers of any of the Company 
Parties with whom I interacted or with whom I became acquainted while being associated 
with the Company), products, patents, inventions, know-how, software, procedures, 
methods, designs, strategies, plans, assets, liabilities, revenues, pricing lists, customer 
information, profits, organization, employees, agents, distributors or business in general of 
any of the Company Parties. I understand that Confidential Information and trade secrets do 
not include any of the items mentioned above, which have become publicly known and 
made generally available through no wrongful act of mine, or of others who were under 
confidentiality obligations, as to the item or items involved. I hereby agree to maintain the 
secrecy and confidentiality of such Confidential Information.

Former Employer Information:  I agree that I will not, during my employment with the 
Company, improperly use or disclose any proprietary information or trade secrets of any 
former or concurrent employer or other person or entity.  Further, I will not bring into the 
Company premises any proprietary information or trade secret of any such employer, 
person or entity unless consented to in writing by such employer, person, or entity. 
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Third Party Information:  I recognize that the Company has received, and in the future will 
receive, from third parties their confidential or proprietary information subject to a duty to 
maintain the confidentiality of such information and to use it only for certain limited 
purposes.  I agree to hold all such confidential or proprietary information in the strictest 
confidence and agree to not disclose it to any person, corporation, or entity.  I also agree not 
to use such information except as necessary in carrying out my work for the Company 
consistent with the Company’s Agreement with such third party.

2. Inventions:  

Inventions Retained and Licensed: I have shared and declared a list describing all inventions, 
original works of authorship, developments, improvements, and trade secrets which were 
made by me prior to my employment with the Company (collectively referred to as “Prior 
Inventions”), which belong to me, which relate to the Company’s proposed business, 
products or research and development, and which are not assigned to the Company 
hereunder, or, if no such list is attached, I represent that there are no such Prior Inventions.  
If in the course of my employment with the Company, I incorporate into a Company product, 
process, or machine a Prior Invention owned by me or in which I have an interest, the 
Company is hereby granted and shall have a nonexclusive, royalty-free, irrevocable, 
perpetual, worldwide license to make, have made, modify, use and sell such Prior Invention 
as part of or in connection with such product, process or machine.

Assignment of Inventions: I agree that I will promptly make full written disclosure to the 
Company, which will hold in trust for the sole right and benefit of the Company, and hereby 
assign to the Company, or its designee, all my right, title, and interest in and to any/all 
invention(s), original works of authorship, development, concepts improvements or trade 
secrets, whether or not patentable or registrable under copyright or similar laws, which I 
may solely or jointly conceive or develop or reduce to practice, or cause to be conceived or 
developed or reduced to practice, during the period of time I am in the employ of the 
Company (collectively referred to as “Inventions”), except as provided in sub-section (e) 
below. I further acknowledge that all original works of authorship created by me (solely or 
jointly with others) within the scope of and during the period of my employment with the 
Company and which are protectable by copyright are “works made for hire”, as defined 
under the local copyright legislations (and all amendments thereto).

Maintenance of Records: I agree to keep and maintain adequate and current written records 
of all Inventions made by me (solely or jointly with others) during the terms of my 
employment with the Company. The records will be in the form of notes, sketches, 
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drawings, and any other format that may be specified by the Company. The records will be 
available to the Company and always remain the sole property of the Company.

Patent and Copyright Registrations: I agree to assist the Company, or its designee, at the 
Company’s expense, in every proper way to secure the Company’s rights in the Inventions 
and any copyrights, patents, mask work rights or other intellectual property rights relating 
thereto in any and all countries, including the disclosure to the Company of all pertinent 
information and data with respect thereto, the execution of all applications, specifications, 
oaths, assignments and all other instruments which the Company shall deem necessary in 
order to apply for and obtain such rights and in order to assign and convey to the Company, 
its successors, assigns, and nominees the sole and exclusive rights, title and interest in and 
to such Inventions, and any copy rights, patents, mask work rights or other intellectual 
property rights relating thereto.  I further agree that my obligation to execute or cause to be 
executed, any such instrument or papers shall continue after the termination of my 
employment.  If the Company is unable to perfect any right, title, interest because of my 
mental or physical incapacity or for any other reason to fail to secure my signature to apply 
for or to pursue any application for any local or foreign patents or copyright registrations 
covering Inventions or original works of authorship assigned to the Company as above, then 
I hereby irrevocably designate and appoint the Company and its duly authorized officers and 
agents as my agent and attorney in fact, to act for and on my behalf to execute and file any 
such applications and to do all other lawfully permitted acts to further the prosecution and 
issuance of letters patent or copyright registrations thereon with the same legal force and 
effect as if executed by me.

Exception to Assignments: I understand that the provisions of this Annexure requiring 
assignment of Inventions to the Company do not apply to any invention for which no 
equipment, supplies, facilities or trade secret information of the Company was used and 
which was developed entirely on my own time, unless: (i) at the time the Invention was 
conceived or reduced to practice, it related (A) directly to the business of the Company, or 
(B) to the Company’s actual or demonstrably anticipated research or development; or (ii) the 
Invention resulted from any work performed by me for the Company.  I understand further 
that the laws of certain states would prohibit the assignment of such Inventions.  I will 
advise the Company promptly in writing of any inventions that I believe meet the criteria of 
this paragraph.

3. Returning Company Documents: I agree that, at the time of leaving the employment of the 
Company, I will deliver to the Company (and will not keep in my possession, recreate or 
deliver to anyone else) any and all devices, records, data, notes, reports, proposals, lists, 
correspondence, specifications, drawings, blueprints, sketches, materials, software, 
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databases, equipment, other documents or property, or reproductions of any 
aforementioned items developed by me pursuant to my employment with the Company or 
otherwise belonging to the Company, its successors or assigns. 

4. Notification to New Employer: If I leave the employment of the Company, I hereby grant 
consent to the Company to notify my new employer about my rights and obligations 
hereunder.

5. Non-Solicitation: For a period of six (6) months after termination of my employment or 
cessation of my association with the Company for any reason whatsoever, I shall not, solicit or cause 
or authorize directly or indirectly to be solicited for employment, or cause or authorize directly or 
indirectly to be employed on my own behalf or on behalf of any Third Parties, any person who is an 
employee of the Company. I also agree not to use or disclose to any Third Parties any information 
obtained by myself while being an employee of  the Company concerning the names and addresses 
of the Company's past and present employees.

6. Non-Competition:  During 6-month period, immediately following termination of my employment 
with the Company, unless I receive written authorization from the Company to do so. I will not, 
directly or indirectly, perform any similar Services for any competing Company including current or 
former customer and / or prospects of the Company with whom I worked in the past twelve (12) 
months.

For the purposes of these non-compete provisions, “Similar Services” means, services which meet all 
or any of the following criteria(s):

i. work in the competing business / product (e.g. Digital Business; Security; Customer 
Experience; Marketing etc.) or sector (e.g. Financial Services) in which I worked for the Company; 
where the

ii. nature of work remains the same (e.g. selling ITBS Services; Product Architect) and involves 
the same end clients  or prospects, and is

iii. performed in the same geography / market where I provided services for the Company.

The Company reserves the right to unilaterally waive this restriction in full or in part at its discretion; 
the Employee hereby acknowledges and agrees to the same. 

In case, the Company initiates separation by way of involuntary termination or redundancy, then this 
non-compete will not apply.
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6. General Provisions Regarding Covenants
Extension of Covenants:  If I breach any of my obligations of this Annexure, I understand and 
agree that the time periods of the obligations that I have breached shall be extended by the 
period of time of such breach.  

Attachment Read, Understood and Fair:  I have carefully read and considered the provisions 
of this Annexure and agree that all of the restrictions set forth are fair and reasonable and 
are reasonably required for the protection of the interests of the Company and enhancing its 
goodwill.

7. Protection of Systems & Environment: I agree that during the term of my employment or 
association with the Company, I shall render services, as directed, in an ethical & 
professional manner and in accordance with the work related Policies of the Company such 
as E-mail & Internet Usage Policy, Information Security Policy etc., and their modification 
from time to time. As a part of my job requirement, I may be required to, or would have 
access to Company’s and Company customer’s work and computer environment and, as 
such undertake not to incorporate into Company’s and any customer deliverables, software, 
computer, network, data or other electronically stored information or computer program or 
system, any security device, program routine, device, code or instructions (including any 
code or instructions provided by third parties) or other undisclosed feature, including, 
without limitation, a time bomb, virus, software lock, drop-dead device, digital rights 
management tool (including without limitation so-called DRM root kits), malicious logic, 
worm, Trojan horse, trap door, or other routine, device, code or instructions with similar 
effect or intent, that may be capable of accessing, modifying, deleting, damaging, disabling, 
deactivating, interfering with, shutting down, or otherwise harming any software, computer, 
network, deliverables, data or other electronically stored information, or computer 
programs or systems,. I understand that any violation or likely violation hereof may expose 
the Company to enormous losses & damages, including without limitation claims from 
Company’s customers and as such the Company will be entitled to recover all such monies 
from me.

8. Remedies: By virtue of the duties and responsibilities attendant with my engagement by the 
Company, I understand that great loss and irreparable damage would be suffered by the 
Company if I should breach any of the terms of this Annexure.  I acknowledge that each such 
term is reasonably necessary to protect and preserve the interests of the Company.  
Therefore, in addition to all other remedies available to the Company at law or in equity, the 
Company shall be entitled to, without posting a bond, specific performance, a temporary 
restraining order and a permanent injunction to prevent a breach or the continuation of a 
breach of any of the terms of this Agreement.  
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9. Representations: I represent that my performance of all the terms of my employment 
agreement and this Annexure will not breach any confidentiality agreements prior to my 
employment by the Company.  I have not entered into, and I agree I will not enter into, any 
oral or written Agreement in conflict with any of the provisions of the undertakings in this 
Annexure.

10. Integration: I understand and agree that this Attachment is part of my integrated 
employment Agreement with the Company, and that the general provisions in the 
Agreement to which this is an attachment including, without limitation, those provisions 
concerning reformation and severability, shall be applied when interpreting this Annexure.

Accepted

__________________________________
Kedarnath Nagesh   Gobbure
September 9, 2022

                            
We look forward for you being an integral part of this arduous yet fulfilling journey 
towards excellence and growth and hope our relationship will go a long way! 

Disclaimer
You will be liable to pay all applicable taxes on your income as per the local laws. You 
will also be responsible for filing your personal Income Tax returns. You acknowledge 
that the Company is not in any way influencing, guiding, suggesting on aspects of 
taxation or tax saving measures in any form and that the same is individual’s decision / 
personal choice.
Please note that all components mentioned above may or may not be a part of your 
compensation structure. HCL reserves the right to alter, append or withdraw the benefits 
extended either in part or in full based on management’s discretion.
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                 Date:  November 30, 2021

Private & Confidential

Ankita Iranna Atanure

Shri siddheswar colny
Hotagi road solapur,

Solapur,
Maharashtra,
India - 413224

Document ID - beba38e6-8bcb-4c01-953b-429b3a3f1514

Dear Ankita,   

 With reference to your application and subsequent interview, we are pleased to 
make you an offer –cum - appointment with State Street HCL Services (India) 
Private Limited (“SSHS” or “HCL” or “Company”) as Analyst. You are 
required to report on December 6, 2021 at 09:00 AM at the address: Statestreet 
HCL Services (India) Private Limited, Pune-Magarpatta City SEZ, Twr 
7,Wing A&B. 

 Your annual compensation would be Rs. 210000 per annum as per Annexure I. 
However, the structure and components of your Compensation plan may be 
changed from time to time in line with the Compensation Policy and practices of 
the Company. In addition to your CTC, you would be eligible for a process 
allowance of based on the process you are aligned to. Process Allowance will be 
shown as an annual component in the CTC annexure but the same shall be 
payable to you on a monthly basis. Process Allowance is payable from the Date of 
production. In the event of process change, Process Allowance will change 
accordingly and a new compensation letter to this effect will be issued to you 
thereafter for your records/reference 

 Please note that this offer is valid till 7 days subjected to your offer letter 
acceptance. 

 Your offer is subject to you being medically fit at the time of joining the 
Company. For your pre-employment medical check-up, you are required to 
contact a registered medical practitioner and obtain a Medical Fitness Certificate 
which needs to be submitted at the time of joining. If you are found medically 
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unfit, this offer will stand withdrawn forthwith. Decision of the company, in that 
regard will be final & binding. 
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 All our operations function 24x7, 365 days in a calendar year. Your working 
hours, number of working days in a week, weekly - off will depend upon the 
process requirements. Your working hours will be as advised to you by your 
superiors from time to time but shall not exceed 48 hours in a week. It is 
expressly agreed that if you fail to perform the work according to the scheduled 
working hours or you resort to stoppage of work, whether alone, or with others, 
you will be entitled to receive salary only in proportion to the working hours 
during which you actually performed work.

 In accordance with the authorization on your application, your appointment is 
subject to your clearance of Background Verification/Reference Check/any 
other test specified by the client and genuineness of documents or 
information provided by you to the Company. You are being provisionally offered 
on the presumption that you have no criminal background as per law of the land 
and the particulars furnished by you in your Application and/or Bio-data are 
correct. We will also be contacting your referrals. Please note that this offer is 
subject to satisfactory references being obtained. 

 The company will undertake the background verification / validation process of 
employees in terms of education, previous employment(s), criminal verification, 
database and web searches, address verification, claims made against 
achievements in the resumes/CVs of the employees etc. with the help of a third 
party as and when required. You would be required to submit photocopies of 
documents detailed in Annexure A to facilitate the joining and background 
verification process.  The company may also undertake reference check through 
at least two professional references submitted during the process of selection. 

 In case the Prospective Employees fails to submit any document required for 
conducting background verification, they will not be considered for hiring.  If the 
Prospective Employees fails the background verification, appropriate actions 
including withdrawal of offer of employment will be taken basis the 
recommendations given by the background verification team & in line with HCL 
policies

 In case the aforesaid particulars are found to be incorrect or it is found that you 
have concealed or withheld some other relevant facts, your offer/employment 
with the Company shall stand terminated/cancelled forthwith, without any notice. 

 Your growth in terms of role, compensation etc., in the company will solely be 
based on your performance. Unless notified in writing, you will be deemed as 
"confirmed" on completion of your probation period i.e. 6 months from date of 
joining. Subsequently, your annual performance appraisal and compensation 
review will be aligned and affected from the first day of the subsequent quarter 
thereafter. Probation period & Performance Appraisal / Compensation 
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Review shall be deemed to be changed with the change in position / 
process / function. 

 

 Your services during the period of probation shall be liable to be terminated giving two month notice 
or two month basic salary in lieu thereof without assigning any reason thereof.  Likewise you will also 
be competent to terminate your contract of employment by giving two month notice. The waiver of 
the notice period fully or partially or acceptance of such basic salary is at the Company’s sole 
discretion.

    

 The company shall be entitled to accept your prospective resignation with effect from a date earlier 
than the one offered by you and thus relieve you at any time during your notice period as the notice 
is for the benefit of the management and balance notice period can be waived at any time by the 
management. In such an event, however, you shall be paid basic salary for the remaining period of 
your notice. In case the management at your request accepts a shorter period of notice, you shall be 
entitled to receive your salary only for the actual number of days worked. 

 You will be required to declare at the time of joining any direct relatives who may be working with 
HCL or any of its subsidiary, group, and affiliate companies, direct or indirect competitors. During your 
employment with State Street HCL Services (India) Private Limited, if any of your direct relatives are 
offered by HCL or any of its subsidiary, group, affiliate companies, you would be required to 
voluntarily declare the same as and when an offer of employment is made to them. Direct relatives 
herein include parents, spouse, brother/s, sister/s and children of the State Street HCL Services 
(India) Private Limited employee. 

 On joining you will be imparted with necessary training. You are expected to meet with all the 
requirements in the training. In the event, you are unable to meet with the expectations; we would 
be constrained to terminate your services. During the training period working schedule shall be of any 
six days a week. 

 All Employees are entitled to avail the Company Transport within the defined limits as per company’s 
policy

 During your employment if the company identifies any negative instances/ irregularities relating to 
your previous employment, your employment will be terminated with immediate effect. 

 You and your family (spouse, dependent children, dependent parents) will be covered under 
comprehensive Medical Insurance scheme/ESI as per policy 
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 Your resignation shall become effective as soon as the management accepts it. The management shall 
be competent to withhold its acceptance in respect of your resignation in case dues are recoverable 
from you or if you are under suspension and/or disciplinary proceedings are pending or contemplated 
against you or for any other similar reasons. After having opted to resign and given the intimation to 
this effect, you shall be debarred from withdrawing your resignation except with the written 
permission of the management. 

 Subject to other terms of the instant letter, company reserves the right to terminate your services 
without any cause assigned to the termination. In such a case, the company at its discretion would 
consider to pay the terminated employee one-month basic salary only. 

 During your employment with the Company, you will be liable to be transferred to any of the offices/ 
departments /manufacturing units of the Company or of associate companies/ group companies, 
client location, whether existing or to be set up, anywhere in India or abroad, on the same terms and 
conditions of employment at the sole discretion of the management. Provided that if you are deputed 
to any associate/ subsidiary/ group company outside India by the Company, you shall be treated as 
having bound yourself to serve the Company for the deputation period, and for the stipulated period 
thereafter, if any, and the same shall be treated as the contract period vis-à-vis this contract of 
service. 

 You may be required to attend specialized training, either in India, or abroad, and it is expected that 
you will be ready and willing to undertake such training, as the same is necessary to enable you to 
effectively discharge your duties with the Company. The training period would be any six days of a 
week. The Company shall be spending considerable amount of money on the said training, and it is 
expected that you shall work for the Company for a certain minimum stipulated period of time after 
completion of the said training, so as to enable the Company to get the benefit of the amount spend 
by it. It is the practice of the Company to execute a training and/or Service agreement at the 
commencement of training in which the rights and liabilities of the respective parties are set out. You 
will be required to compensate the company for the amounts spend by it on the training in the event 
of your committing breach of your obligations under the training - and - service agreement. You may 
also be required to furnish at least one surety to guarantee due compliance with the terms of the 
training and/or service agreement as per the policy. Subject to above, during your employment with 
the company, you may also be required to execute agreement(s) in the nature of NDA (Non-disclosure 
agreement) or any other agreement/undertaking/affidavit due to client/process/business 
requirements. 

 During your employment with the company, you will be governed by the policies, service rules and 
regulations of the company being in force or introduced/amended later. In this regard, a 
confidentiality undertaking at the time of joining and/or any other agreement that may be required 
from time to time will be required to be executed by you. 
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 You shall not divulge, communicate or pass on any information, secrets directly or indirectly which 
you may come to possess as a result of your employment with the company to any outsider or to 
anyone not employed by the company. At all times you shall maintain absolute integrity. You shall not 
communicate, in any manner, any information regarding your remuneration / terms of employment 
to any other employee of the company except your immediate superior and/or concerned person(s) 
of HR Department. Indulgence in such activities or any violation of this norm shall lead to termination 
of your employment immediately.

 You would be initially posted at Pune(A008), where you are requested to report to Human Resources 
Group on joining. Upon joining, you will be required to sign a standard undertaking on your 
obligations to conform to organizational discipline, policies and norms. 

 During your employment with the company, you will not take up employment elsewhere either part 
time or otherwise. Besides you will not engage in any commercial activity. In case of defiance of this 
provision, Company shall have all rights to take appropriate disciplinary action against you, in its sole 
discretion. 

 In case you absent yourself from duty for 7 days or more or extend leave at your own and without 
consent of management beyond originally granted leave, you shall be deemed to have left and 
relinquished your service. Such automatic relinquishment of the contract of employment shall be 
deemed as repudiation of the contract of employment by you and not as a termination of the service 
by the company. In such case the Company will initiate necessary action as per its policy, in that 
regard. 

 You will be retired from service on attaining superannuation age of 55 years or earlier in case you are 
found physically and/or mentally unfit to work any longer or for continued ill-health as certified by 
the medical officer nominated by the Company. 

 You are requested to submit 10 passport size photographs and the attested copies of the following 
documents, at the time of joining: 

o School leaving certificate / birth certificate 
o Educational qualification certificate (from 10th std onwards) along with mark sheets 
o Passport (The first 4 and the last 4 pages) 
o Relieving letter or duly accepted resignation letter from your present and previous 

employers 
o Salary certificate from your present and previous employers 

 Please ensure to accept the Online Offer Letter once you have gone through all the clauses. Your 
acceptance to the Letter is mandatory before you report to joining.
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Please note that no commitments other than what is mentioned in this letter & its annexure(s) will be 
applicable to you or entertained by us.
You are advised to go through the contents of this offer letter and the annexure(s) before signing the duplicate 
copy.

With best wishes and looking forward to a mutually fruitful association.

Yours sincerely,

For Statestreet HCL Services 
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DECLARATION

I, Ankita Iranna Atanure, hereby declare that I have completely understood the contents of the instant Letter 
and I agree to abide by the below mentioned clauses: 

1. Flexible to work in any shifts, process, Centre and location.

2. All the required documents to be submitted on the date of joining.

3. Salary will be subject to revision in case of non-submission of the required experience certificates. 

 Unsatisfactory responses from the previous employment references may lead to reduction in 
salary or/and termination of employment with us.

4. Non-disclosure of prior experience with HCL will lead to termination of employment. 



9
                                                                                                 SIGNATURE OF EMPLOYEE:

Annexure II

LIST OF DOCUMENTS/INFORMATION TO BE SUBMITTED TO FACILITATE JOINING, PRE-EMPLOYMENT BACKGROUND 
VERIFICATION / VALIDATION AND APPOINTMENT PROCESS AT HCL

 

PRE-EMPLOYMENT BACKGROUND VERIFICATION

S.No. Particulars (To be submitted to the Recruiter)

1
Highest Qualification -  Degree Certificate, All Years Mark sheets. Provisional Degree Certificate required for courses 
completed in the last 6 months from the current date

2
Permanent/Current Address Proof – Passport, Ration Card, Voter ID, Driving License, , Rental agreement or Lease 
agreement etc.

3 Previous Employer – Relieving and Experience Letter, latest salary slips & offer letter with Employee ID Number

4 A duly filled and signed copy of the BGV(Joining Form) Form and LOA (letter of authorization)

5 Identity Verification - Copy of valid passport and PAN card required

 Additional documents (To be submitted on request)

1. Highest Qualification- Admit card, college and university official’s (Registrar and Director) detail

2. Previous Employer – Direct HR Contact, PF account details, bank statement showing salary transfer and Form 16, If 
company is active, employer’s active address.

Things to Remember

1. The information provided in Resume and background verification form must be same.

2. Information provided in background verification form must be accurate.

3. Period of stay mentioned in the background verification form should be correct and in continuation (without any GAP).

4. Any Gap in Employment or Education must be informed explicitly to the recruiter.

Additional document can be requested to clear background verification therefore to avoid delay it is advisable to submit these 
documents along with the mandatory documents.

List of Documents required for joining-induction day
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S. No Document Check List Number of Photocopies

1 
Latest Offer/Appointment Letter with Cost to Company (CTC and ALL 
ANNEXURES) 

2 

2 Extension Letter (if the Date of Joining in the offer letter is past dated) 1 

3 
Relieving Letter/ Resignation Acceptance-FOR EXPERIENCED EMPLOYEES (With 
LAST WORKING DATE clearly mentioned - From Immediate LAST EMPLOYER ONLY 
) 

1 

4 PAN Card 2 

5 Passport – First and last page – Name and Date of Birth Proof. 2

6 10th  Mark Sheet 1 

7 12th  Mark Sheet 1 

8 
Address Proof: Any Govt. photo ID / address proof e.g. Passport, Driver's  
License, Voter ID card, electricity bill of last 3 months, etc. *Please note that we 
do not accept the Adhaar Card as ID or address proof.

2 

9 Highest Qualification Mark-sheets/Degree/ PDC - For Fresher's Only 1 

10 Passport Size Photographs (white background) 
7 

 Please ensure all documents are Self-attested (Photocopies). 
 Please ensure that the photocopies are clearly visible as dark and hazy photocopies are not accepted. 
 Please avoid clicking pictures of documents and taking printouts. 
 Please do not send soft copies through Emails. 
 Please keep your PF account number (immediate previous employment), UAN information handy as 

these details are required on the induction day. 
 Induction Timings are 0900 to 1830 IST.

You are required to report to HCL Onboarding Team for completing joining formalities on the day of joining by 
9:00 a.m. at your respective location of joining as following.

S. No Location Address 
1 NOIDA HCL Technologies Ltd, A-9, Sector-3, Noida-UP, 201301

2 CHENNAI HCL Technologies Ltd,Sez Unit-2 (Sdb2 Buid), Eclot-Special Economic Zone, 602/3, Shollinganallur Village, 
Shollinganallur-Medavakkm High Road, Chennai-600119

3 BANGLORE HCL Technologies Ltd, SAL (602), 6th Floor, Tower 4, Special Economic Zone (SEZ), 129, Jigani Industrial 
Area, Bommasandra-Jigani Link Road, Bangalore – 562 106  

4 KOLKATA HCL Technologies Ltd,Level-4, Building -A3 Unitech Infospace, Dh Street, Rajarhat, Kolkata-700091

5 HYDERABAD HCL Technologies Ltd,Special Economic Zone, Phoenix Infocity Pvt Ltd, H-01, Level -2 , Hitec City 2-Survey 
No. 30,34,35 & 38, Madhapur, Hyderabad-500081



11
                                                                                                 SIGNATURE OF EMPLOYEE:

6 PUNE HCL Technologies Ltd,Blue Bell, Tower-7, Level- Upper Ground Floor , Wing (A&B), Magarpatta, Sez, Pune-
411013

7 MUMBAI HCL Comnet Ltd,Arena Tower, Ground Floor, Road No 12, Midc, Andheri East, Opp Goldfinch Hotel, 
Mumbai-400093

8 LUCKNOW HCL Technologies Ltd,Hcl It City, Sdc-01, Chack Gajaria Farms, Sultanpur Road, Lucknow, Uttar Pradesh-
226002

9 MADURAI HCL Technologies Ltd, Sez Unit-1, Tower-1, Elcot, Special Economic Zone, Survey No. 1/2, 1/3, 1/19, 1/20, 
4/1, 2/1, 2/2, 4/2, & 5, Plot No. 5&7,Ilandhaikulam Village-Madurai-Tamil Nadu-625020

10 Nagpur HCL Technologies Ltd, Plot No.5, Sector 12, Mihan SEZ, Nagpur
11 Coimbatore State Street Hcl Services | Human Resources | Module - 201, 202, 203, 204 And 206 – 2Nd Floor, Tidelpark 

Coimbatore Limited, Coimbatore - 641014,Extn : 04226657526|
12 Vijayawada State Street HCL Services Private LimitedMedha IT Towers,Third Floor,Kesarapalli,Gannavaram,Krishna 

District 521102

Please go through the contents of this letter of offer and the annexure before accepting it. Your acceptance of 
the e-offer will be deemed as you have read and accepted all the clauses mentioned here-with.

Besides the above policies State street HCL Services (India) Private Limited is governed by policies* which are 
listed in corporate intranet www.hclbpo.net. 
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Annexure III

EXPLANATION OF COMPENSATION STRUCTURE AND EMPLOYEE BENEFITS

To facilitate an easy understanding of your compensation structure (Cost to Company, CTC), the various 
components are explained as following:

BASIC SALARY The Basic Salary is standard across organization and brought to a certain value of the CTC. Basic 
salary has an impact on various other components such as the PF contribution, medical insurance cover, 
Gratuity, HRA etc. and hence has to be balanced so as not to substantially reduce the employee's take home 
salary. 

House Rent Allowance (HRA) The HRA is payable maximum Up to 100% of the Basic Salary and paid monthly. 
This includes the Company Leased Accommodation value. For those who are not staying in a rented 
accommodation, can declare the same in the system post joining and this amount would be paid as taxable 
component.

Advance Statutory Bonus Applicable where monthly gross does not exceed INR 21,000 (excluding variable 
component) as per the Payment of Bonus Act. 

Attendance Allowance Attendance Allowance is payable max. up to INR.1000/- per month.

Food Wallet Food Wallet is a voluntary benefit and is applicable for payments related to food and non- 
alcoholic beverages only. Once enrolled, the benefit should be availed within HCL Cafeterias or food joints 
outside HCL campus which serves only food and non-alcoholic beverages. This Food Wallet cannot be used in 
any other outlet other than designated food outlet.

Compensatory Allowance Compensatory Allowance is a buffer component that adjusts the amount of CTC 
against all other fixed components. 

Medical Insurance Some of the salient features of the Group Health Medical Insurance policy are as follows

 The policy covers Hospitalization expenses and Maternity expenses. 
 By default, the employees (who are not covered under the ESI Act, 1948] will be mandatorily 

covered under the benefit. The benefit will also be available to cover Spouse, dependent 
children, dependent parents/in-laws, dependent brothers who are unemployed but below the 
age of 25 and sisters (unmarried & unemployed), additionally, by declaring them as dependants 
and on confirming that they are NOT covered under any other employer-sponsored medical 
scheme (e.g., Central Government Health Scheme) and that they are wholly or substantially 
dependent on you for their medical needs.

 The premium payable depends on the dependants declared.
 The hospitalization coverage limit will be same as defined in compensation structure. 
 Company reserves the right to amend the benefit plan and shall keep all employees 

informed/updated.



13
                                                                                                 SIGNATURE OF EMPLOYEE:

 You may refer ‘Medical Insurance policy’ for further details.

 Coverage under ESI:
Applicable where monthly gross does not exceed INR 21,000 (excluding variable component) as per the 
Payment of Bonus Act.
The employee will be covered under Employee State Insurance Scheme in accordance with the applicable 
norms and amendments made during time to time or any further amendment which may come into force 
during the employment tenure under Employees’ State Insurance Act, 1948.

Employees covered under ESI would not be covered by default under HCL’s medical insurance benefit. 
Option to enroll under medical insurance is available as well; however, in such a case, the additional cost 
of annual medical premium has to be borne by the employee as per terms and conditions elucidated 
under Medical Insurance policy.

*The employee & employer contribution will be payable as per current prescribed rates under ESI Rules. 

 Employer's contribution to Provident Fund: As per statutory requirements, an employee has to contribute 
12% of the basic salary towards Provident Fund (PF). HCL contributes matching amount to PF. Out of 
employer's contribution, 8.33% of monthly basic or INR. 1,250/- whichever is lower is remitted to PF 
authorities towards Employees’ Pension Scheme (EPS). All employees are thereby eligible to draw pension 
after superannuation, except those who had opted out of EPS as per Form-11 declaration.  
*The percentage and amount is in compliance with the current PF Act.

Gratuity

As per statutory requirements, it is employer’s statutory liability to pay 15 days’ Basic salary (15/26 of a 
monthly Basic) for every completed year of service to each of his employees on their exit, for any reason after 
five years of continuous service, subject to maximum limit of INR 20.00 lakhs.

We look forward for you being an integral part of this arduous yet fulfilling journey towards excellence and 
growth and hope our relationship will go a long way! 

Disclaimer
You will be liable to pay all applicable taxes on your income as per the local laws. You will also be responsible 
for filing your personal Income Tax returns. You acknowledge that the Company is not in any way influencing, 
guiding, suggesting on aspects of taxation or tax saving measures in any form and that the same is individual’s 
decision / personal choice.
Please note that all components mentioned above may or may not be a part of your compensation structure. 
HCL reserves the right to alter, append or withdraw the benefits extended either in part or in full based on 
management’s discretion.
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                 Date:  May 21, 2022
Private & Confidential

Anjali Pramod Gaikwad

238, Kalyan Nagar Part 2,
Jule Solapur, Hotigi Road, Solapur, 413003.,

Solapur,
Maharashtra,
India - 413003

Document ID - 5ef6bbc4-2935-4023-acf3-2d018ab58610

Dear Anjali,   

 Congratulations! With reference to your application and subsequent interview, we 
are pleased to make you an offer –cum - appointment with State Street HCL 
Services (India) Private Limited (“SSHS” or “HCL” or “Company”) as 
ANALYST. You are required to report on May 27, 2022 at 09:00 AM at the 
address: Statestreet HCL Services (India) Private Limited, PuneSEZ-
Magarpatta City,Tower 7,Wing A&B. 

 Your annual compensation would be Rs. 240000 per annum as per Annexure I. 
However, the structure and components of your Compensation plan may be 
changed from time to time in line with the Compensation Policy and practices of 
the Company. In addition to your CTC, you would be eligible for a process 
allowance of based on the process you are aligned to. Process Allowance will be 
shown as an annual component in the CTC annexure but the same shall be 
payable to you on a monthly basis. Process Allowance is payable from the Date of 
production. In the event of process change, Process Allowance will change 
accordingly and a new compensation letter to this effect will be issued to you 
thereafter for your records/reference 

 This is a system generated (offer and appointment letter) document. Agreeing to 
the terms and conditions in the workflow of iTap (Company’s web based 
application) is as good as signing of physical contract form on mutual agreement 
between you and the Company. It has legal binding as per the law if mutual trust 
is breached. You are requested to accept the offer within 07 days and mail the 
confirmation of acceptance to recruiter’s email id- tulika.bhandari@hcl.com , 
failing which the offer will stand null and void. 

 Your employment may be subject to you being declared medically fit by a 
registered medical practitioner. Company shall request for the same as and when 
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it is required, as per the Company Policies/ client requirement. The fitness testing 
(and accompanying results) will not lead to any subjective , discriminatory or 
unethical actions.
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 All our operations function 24x7, 365 days in a calendar year. Your working 
hours, number of working days in a week, weekly - off will depend upon the 
process requirements. Your working hours will be as advised to you by your 
superiors from time to time but shall not exceed 48 hours in a week. It is 
expressly agreed that if you fail to perform the work according to the scheduled 
working hours or you resort to stoppage of work, whether alone, or with others, 
you will be entitled to receive salary only in proportion to the working hours 
during which you actually performed work.

 In accordance with the authorization on your application, your appointment is 
subject to your clearance of Background Verification/Reference Check/any 
other test specified by the client and genuineness of documents or 
information provided by you to the Company. You are being provisionally offered 
on the presumption that you have no criminal background as per law of the land 
and the particulars furnished by you in your Application and/or Bio-data are 
correct. We will also be contacting your referrals. Please note that this offer is 
subject to satisfactory references being obtained. 

 The company will undertake the background verification / validation process of 
employees in terms of education, previous employment(s), criminal verification, 
database and web searches, address verification, claims made against 
achievements in the resumes/CVs of the employees etc. with the help of a third 
party as and when required. You would be required to submit photocopies of 
documents detailed in Annexure A to facilitate the joining and background 
verification process.  The company may also undertake reference check through 
at least two professional references submitted during the process of selection. 

 In case the Prospective Employees fails to submit any document required for 
conducting background verification, they will not be considered for hiring.  If the 
Prospective Employees fails the background verification, appropriate actions 
including withdrawal of offer of employment will be taken basis the 
recommendations given by the background verification team & in line with HCL 
policies

 In case the aforesaid particulars are found to be incorrect or it is found that you 
have concealed or withheld some other relevant facts, your offer/employment 
with the Company shall stand terminated/cancelled forthwith, without any notice. 

 Your growth in terms of role, compensation etc., in the company will solely be 
based on your performance. Unless notified in writing, you will be deemed as 
"confirmed" on completion of your probation period i.e. 6 months from date of 
joining. Subsequently, your annual performance appraisal and compensation 
review will be aligned and affected from the first day of the subsequent quarter 
thereafter. Probation period & Performance Appraisal / Compensation 
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Review shall be deemed to be changed with the change in position / 
process / function. 

 

 Your services during the period of probation shall be liable to be terminated 
giving two month notice or two month basic salary in lieu thereof without 
assigning any reason thereof.  Likewise you will also be competent to terminate 
your contract of employment by giving two month notice. The waiver of the 
notice period fully or partially or acceptance of such basic salary is at the 
Company’s sole discretion. Further, the aforesaid requirement of notice period 
may be extended, if mutually agreed by you and the Company.

    

 The company shall be entitled to accept your prospective resignation with effect 
from a date earlier than the one offered by you and thus relieve you at any time 
during your notice period as the notice is for the benefit of the management and 
balance notice period can be waived at any time by the management. In such an 
event, however, you shall be paid basic salary for the remaining period of your 
notice. In case the management at your request accepts a shorter period of 
notice, you shall be entitled to receive your salary only for the actual number of 
days worked. 

 You will be required to declare at the time of joining any direct relatives who may 
be working with HCL or any of its subsidiary, group, and affiliate companies, 
direct or indirect competitors. During your employment with State Street HCL 
Services (India) Private Limited, if any of your direct relatives are offered by 
HCL or any of its subsidiary, group, affiliate companies, you would be required to 
voluntarily declare the same as and when an offer of employment is made to 
them. Direct relatives herein include parents, spouse, brother/s, sister/s and 
children of the State Street HCL Services (India) Private Limited employee. 

 On joining you will be imparted with necessary training. You are expected to meet 
with all the requirements in the training. In the event, you are unable to meet 
with the expectations; we would be constrained to terminate your services. 
During the training period working schedule shall be of any six days a week. 

 All Employees are entitled to avail the Company Transport within the defined 
limits as per company’s policy
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 During your employment if the company identifies any negative instances/ 
irregularities relating to your previous employment, your employment will be 
terminated with immediate effect. 

 You and your family (spouse, dependent children, dependent parents) will be 
covered under comprehensive Medical Insurance scheme/ESI as per policy 

 Your resignation shall become effective as soon as the management accepts it. 
The management shall be competent to withhold its acceptance in respect of your 
resignation in case dues are recoverable from you or if you are under suspension 
and/or disciplinary proceedings are pending or contemplated against you or for 
any other similar reasons. After having opted to resign and given the intimation 
to this effect, you shall be debarred from withdrawing your resignation except 
with the written permission of the management. 

 Subject to other terms of the instant letter, company reserves the right to 
terminate your services without any cause assigned to the termination. In such a 
case, the company at its discretion would consider to pay the terminated 
employee one-month basic salary only. 

 During your employment with the Company, you will be liable to be transferred to 
any of the offices/ departments /manufacturing units of the Company or of 
associate companies/ group companies, client location, whether existing or to be 
set up, anywhere in India or abroad, on the same terms and conditions of 
employment at the sole discretion of the management. Provided that if you are 
deputed to any associate/ subsidiary/ group company outside India by the 
Company, you shall be treated as having bound yourself to serve the Company 
for the deputation period, and for the stipulated period thereafter, if any, and the 
same shall be treated as the contract period vis-à-vis this contract of service. 

 You may be required to attend specialized training, either in India, or abroad, and 
it is expected that you will be ready and willing to undertake such training, as the 
same is necessary to enable you to effectively discharge your duties with the 
Company. The training period would be any six days of a week. The Company 
shall be spending considerable amount of money on the said training, and it is 
expected that you shall work for the Company for a certain minimum stipulated 
period of time after completion of the said training, so as to enable the Company 
to get the benefit of the amount spend by it. It is the practice of the Company to 
execute a training and/or Service agreement at the commencement of training in 
which the rights and liabilities of the respective parties are set out. You will be 
required to compensate the company for the amounts spend by it on the training 
in the event of your committing breach of your obligations under the training - 
cum - service agreement. You may also be required to furnish at least one surety 
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to guarantee due compliance with the terms of the training and/or service 
agreement as per the policy. Subject to above, during your employment with the 
company, you may also be required to execute agreement(s) in the nature of 
NDA (Non-disclosure agreement) or any other agreement/undertaking/affidavit 
due to client/process/business requirements. 

 During your employment with the company, you will be governed by the policies, 
service rules and regulations of the company being in force or 
introduced/amended later. In this regard, a confidentiality undertaking at the 
time of joining and/or any other agreement that may be required from time to 
time will be required to be executed by you. 

 You shall not divulge, communicate or pass on any information, secrets directly or 
indirectly which you may come to possess as a result of your employment with 
the company to any outsider or to anyone not employed by the company. At all 
times you shall maintain absolute integrity. You shall not communicate, in any 
manner, any information regarding your remuneration / terms of employment to 
any other employee of the company except your immediate superior and/or 
concerned person(s) of HR Department. Indulgence in such activities or any 
violation of this norm shall lead to termination of your employment immediately.

 You would be initially posted at Pune(A008), where you are requested to report 
to Human Resources Group on joining. Upon joining, you will be required to sign 
a standard undertaking on your obligations to conform to organizational 
discipline, policies and norms. 

 During your employment with the company, you will not take up employment 
elsewhere either part time or otherwise. Besides you will not engage in any 
commercial activity. In case of defiance of this provision, Company shall have all 
rights to take appropriate disciplinary action against you, in its sole discretion. 

 In case you absent yourself from duty for 7 days or more or extend leave at your 
own and without consent of management beyond originally granted leave, you 
shall be deemed to have left and relinquished your service. Such automatic 
relinquishment of the contract of employment shall be deemed as repudiation of 
the contract of employment by you and not as a termination of the service by the 
company. In such case the Company will initiate necessary action as per its 
policy, in that regard. 

 You will be retired from service on attaining superannuation age of 58 years or 
earlier in case you are found physically and/or mentally unfit to work any longer 
or for continued ill-health as certified by the medical officer nominated by the 
Company. 
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 You are requested to submit 10 passport size photographs and the attested 
copies of the following documents, at the time of joining: 

o School leaving certificate / birth certificate 
o Educational qualification certificate (from 10th std onwards) along with 

mark sheets 
o Passport (The first 4 and the last 4 pages) 
o Relieving letter or duly accepted resignation letter from your present and 

previous employers 
o Salary certificate from your present and previous employers 

 Please ensure to accept the Online offer Letter once you have gone through all 
the clauses. Your acceptance to the Letter is mandatory before you report to 
joining.

 

Please note that no commitments other than what is mentioned in this letter & its annexure(s) will be 
applicable to you or entertained by us.
You are advised to go through the contents of this offer letter and the annexure(s) before signing the duplicate 
copy.

With best wishes and looking forward to a mutually fruitful association.

Yours sincerely,
For Statestreet HCL Services 
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DECLARATION

I, Anjali Pramod Gaikwad, hereby declare that I have completely understood the contents of the 
instant Letter and I agree to abide by the below mentioned clauses: 

1. Flexible to work in any shifts, process, Centre and location.

2. All the required documents to be submitted on the date of joining.

3. Salary will be subject to revision in case of non-submission of the required experience 
certificates. 

 Unsatisfactory responses from the previous employment references may lead to 
reduction in salary or/and termination of employment with us.

4. Non-disclosure of prior experience with HCL will lead to termination of employment. 

In case, the aforesaid particulars are found to be incorrect or it is found that I have 
withheld some relevant facts, State street HCL Services (India) Private Limited has 
the right to withdraw the instant Letter of Offer and/or terminate my employment 
with immediate effect.

Annexure II

LIST OF DOCUMENTS/INFORMATION TO BE SUBMITTED TO FACILITATE JOINING, PRE-EMPLOYMENT 
BACKGROUND VERIFICATION / VALIDATION AND APPOINTMENT PROCESS AT HCL

 

PRE-EMPLOYMENT BACKGROUND VERIFICATION

S.No. Particulars (To be submitted to the Recruiter)

1
Highest Qualification -  Degree Certificate, All Years Mark sheets. Provisional Degree Certificate required 
for courses completed in the last 6 months from the current date

2
Permanent/Current Address Proof – Passport, Ration Card, Voter ID, Driving License, , Rental 
agreement or Lease agreement etc.

3
Previous Employer – Relieving and Experience Letter, latest salary slips & offer letter with Employee ID 
Number

4 A duly filled and signed copy of the BGV(Joining Form) Form and LOA (letter of authorization)

5 Identity Verification - Copy of valid passport and PAN card required
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 Additional documents (To be submitted on request)

1. Highest Qualification- Admit card, college and university official’s (Registrar and Director) detail

2. Previous Employer – Direct HR Contact, PF account details, bank statement showing salary transfer and Form 
16, If company is active, employer’s active address.

Things to Remember

1. The information provided in Resume and background verification form must be same.

2. Information provided in background verification form must be accurate.

3. Period of stay mentioned in the background verification form should be correct and in continuation 
(without any GAP).

4. Any Gap in Employment or Education must be informed explicitly to the recruiter.

Additional document can be requested to clear background verification therefore to avoid delay it is advisable to 
submit these documents along with the mandatory documents.

List of Documents required for joining / induction day (Hard Copies)

S. No Document Name Number of Photocopies

1 Latest Offer/Appointment Letter with Cost to Company (CTC and ALL 
ANNEXURES) 1

2 Extension Letter (if the Date of Joining in the offer letter is past dated) 1
3 Passport –Front copy only - for Name & DOB proof. 1
4 10th Mark sheet, only if passport is not available.  1
5 PAN CARD as ID Proof (Only if passport is not available) 1
6 Passport Size Photographs (Only with white background) 3

 Please ensure all documents are Self-attested (Photocopies). 
 Please ensure that the photocopies are clearly visible as dark and hazy photocopies are not 

accepted. 
 Please avoid clicking pictures of documents and taking printouts. 
 Please do not send soft copies through Emails. 
 Please bring a copy of your Aadhar card on the Induction day, so that HCL onboarding team 

can ensure the right information is passed on for EPF (Employee Provident Fund) / EPS 
(Employee Pension Scheme) / UAN (Universal Account Number) account creation/porting 
etc.
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 HCL will only validate the accuracy of the Aadhar Card details for EPF/EPS/UAN and 
shall not store or use Aadhar card information for any other purposes.

 Please keep your PF account number (immediate previous employment), UAN information 
handy as these details are required on the induction day. 

 Induction Timings are 0900 to 1830 IST. 
 Please ensure your BGV Status is Green, before the Date of Joining, check with your 

Recruiter on the progress/Status.
 All storage Media Devices e.g. laptop, Pen Drives etc. are not allowed inside the campus.

You are required to report to HCL Onboarding Team for completing joining formalities on the day 
of joining by 9:00 a.m. at your respective location of joining as following.

S. No Location Address 
1 NOIDA Mondays and Thursdays: Triveni Induction Room, First Floor, KNMA Tower, Gate 

number 1, HCL Technology Hub, Plot No 3A, Sector 126, Noida - 201313. UP (India) 
Tuesdays, Wednesdays and Fridays: Akashi Induction Room, Ground Floor, Tower 
– 1, Gate number -1, HCL Technology Hub, Plot No 3A, Sector 126, Noida - 201313. 

UP (India)
2 CHENNAI HCL Technologies Ltd,Sez Unit-2 (Sdb2 Buid), Eclot-Special Economic Zone, 602/3, 

Shollinganallur Village, Shollinganallur-Medavakkm High Road, Chennai-600119

3 BANGLORE HCL Technologies Ltd, SAL (602), 6th Floor, Tower 4, Special Economic Zone (SEZ), 
129, Jigani Industrial Area, Bommasandra-Jigani Link Road, Bangalore – 562 106

4 KOLKATA HCL Technologies Ltd,Level-4, Building -A3 Unitech Infospace, Dh Street, Rajarhat, 
Kolkata-700091

5 HYDERABAD HCL Technologies Ltd,Special Economic Zone, Phoenix Infocity Pvt Ltd, H-01, Level -2 
, Hitec City 2-Survey No. 30,34,35 & 38, Madhapur, Hyderabad-500081

6 PUNE HCL Technologies Ltd,Blue Bell, Tower-7, Level- Upper Ground Floor , Wing (A&B), 
Magarpatta, Sez, Pune-411013

7 MUMBAI HCL Comnet Ltd,Arena Tower, Ground Floor, Road No 12, Midc, Andheri East, Opp 
Goldfinch Hotel, Mumbai-400093

8 LUCKNOW HCL Technologies Ltd,HCL IT City, SDC-01, 2nd Floor – Induction Room, Chack Gajaria 
Farms, Sultanpur Road, Lucknow, Uttar Pradesh-226002

9 MADURAI HCL Technologies Ltd, Sez Unit-1, Tower-1, Elcot, Special Economic Zone, Survey No. 
1/2, 1/3, 1/19, 1/20, 4/1, 2/1, 2/2, 4/2, & 5, Plot No. 5&7,Ilandhaikulam Village-

Madurai-Tamil Nadu-625020
10 Nagpur HCL Technologies Ltd, Plot No.5, Sector 12, Mihan SEZ, Nagpur
11 Coimbatore State Street Hcl Services | Human Resources | Module - 201, 202, 203, 204 And 206 – 

2Nd Floor, Tidelpark Coimbatore Limited, Coimbatore - 641014,Extn : 04226657526|

12 Vijayawada State Street HCL Services Private LimitedMedha IT Towers,Third 
Floor,Kesarapalli,Gannavaram,Krishna District 521102

Please go through the contents of this letter of offer and the annexure before accepting it. Your 
acceptance of the e-offer will be deemed as you have read and accepted all the clauses mentioned 
here-with.

Besides the above policies State street HCL Services (India) Private Limited is governed by 
policies* which are listed in corporate intranet www.hclbpo.net. 
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Annexure III

EXPLANATION OF COMPENSATION STRUCTURE AND EMPLOYEE BENEFITS

To facilitate an easy understanding of your compensation structure (Cost to Company, 
CTC), the various components are explained as following:

BASIC SALARY The Basic Salary is standard across organization and brought to a 
certain value of the CTC. Basic salary has an impact on various other components such 
as the PF contribution, medical insurance cover, Gratuity, HRA etc. and hence has to be 
balanced so as not to substantially reduce the employee's take home salary. 

House Rent Allowance (HRA) The HRA is payable maximum Up to 100% of the Basic 
Salary and paid monthly. This includes the Company Leased Accommodation value. For 
those who are not staying in a rented accommodation, can declare the same in the 
system post joining and this amount would be paid as taxable component.

Advance Statutory Bonus Applicable where monthly gross does not exceed INR 
21,000 (excluding variable component) as per the Payment of Bonus Act. 

Attendance Allowance Attendance Allowance is payable max. up to INR.1000/- per 
month.

Food Wallet Food Wallet is a voluntary benefit and is applicable for payments related to 
food and non- alcoholic beverages only. Once enrolled, the benefit should be availed 
within HCL Cafeterias or food joints outside HCL campus which serves only food and 
non-alcoholic beverages. This Food Wallet cannot be used in any other outlet other than 
designated food outlet.

Compensatory Allowance Compensatory Allowance is a buffer component that adjusts 
the amount of CTC against all other fixed components. 

Medical Insurance Some of the salient features of the Group Health Medical Insurance 
policy are as follows

 The policy covers Hospitalization expenses and Maternity expenses. 
 By default, the employees (who are not covered under the ESI Act, 1948] 

will be mandatorily covered under the benefit. The benefit will also be 
available to cover Spouse, dependent children, dependent parents/in-laws, 
dependent brothers who are unemployed but below the age of 25 and sisters 
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(unmarried & unemployed), additionally, by declaring them as dependants 
and on confirming that they are NOT covered under any other employer-
sponsored medical scheme (e.g., Central Government Health Scheme) and 
that they are wholly or substantially dependent on you for their medical 
needs.

 The premium payable depends on the dependants declared.
 The hospitalization coverage limit will be same as defined in compensation 

structure. 
 Company reserves the right to amend the benefit plan and shall keep all 

employees informed/updated.
 You may refer ‘Medical Insurance policy’ for further details.

 Coverage under ESI:
Applicable where monthly gross does not exceed INR 21,000 (excluding variable 
component) as per the Payment of Bonus Act.
The employee will be covered under Employee State Insurance Scheme in 
accordance with the applicable norms and amendments made during time to time or 
any further amendment which may come into force during the employment tenure 
under Employees’ State Insurance Act, 1948.

Employees covered under ESI would not be covered by default under HCL’s medical 
insurance benefit. Option to enroll under medical insurance is available as well; 
however, in such a case, the additional cost of annual medical premium has to be 
borne by the employee as per terms and conditions elucidated under Medical 
Insurance policy.

*The employee & employer contribution will be payable as per current prescribed 
rates under ESI Rules. 

 Employer's contribution to Provident Fund: As per statutory requirements, an 
employee has to contribute 12% of the basic salary towards Provident Fund (PF). HCL 
contributes matching amount to PF. Out of employer's contribution, 8.33% of monthly 
basic or INR. 1,250/- whichever is lower is remitted to PF authorities towards 
Employees’ Pension Scheme (EPS). All employees are thereby eligible to draw pension 
after superannuation, except those who had opted out of EPS as per Form-11 
declaration.  
*The percentage and amount is in compliance with the current PF Act.

Gratuity

As per statutory requirements, it is employer’s statutory liability to pay 15 days’ Basic 
salary (15/26 of a monthly Basic) for every completed year of service to each of his 
employees on their exit, for any reason after five years of continuous service, subject to 
maximum limit of INR 20.00 lakhs.
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We look forward for you being an integral part of this arduous yet fulfilling journey 
towards excellence and growth and hope our relationship will go a long way! 

Disclaimer
You will be liable to pay all applicable taxes on your income as per the local laws. You 
will also be responsible for filing your personal Income Tax returns. You acknowledge 
that the Company is not in any way influencing, guiding, suggesting on aspects of 
taxation or tax saving measures in any form and that the same is individual’s decision / 
personal choice.
Please note that all components mentioned above may or may not be a part of your 
compensation structure. HCL reserves the right to alter, append or withdraw the benefits 
extended either in part or in full based on management’s discretion.



HO/HR/TA/94381161

Date:25/05/2022

Mr.	Akash	Birajdar,
40	B	Ratnmanjiri	nagr,	Behind	sarthi	estate	Jule	Solapur	Solapur,	Solapur,	Maharashtra,	413004

Dear	Mr.	Akash	Birajdar,	

Sub:	Provisional	Offer	Letter

With	reference	to	your	application	and	further	to	the	interview	and/or	subsequent	discussion	you	had	with	us,	we	are
pleased	to	offer	you	the	position	of	‘Executive	Trainee’	-	Grade	‘B1'.	

By	joining	ESAF	BANK,	you	will	be	part	of	a	fast-paced	and	socially	dedicated	team	that	works	together	to	provide
‘Joy	of	Banking	to	Everyone’.	Also,	you	are	committing	to	the	Bank’s	vision	of	being	India’s	leading	social	Bank	that
offers	 equal	 opportunities	 for	 the	 whole	 society	 through	 universal	 access	 and	 financial	 deepening,	 thus	 promoting
financial	inclusion,	livelihood	and	economic	development	as	a	whole.	In	turn,	Bank	will	be	providing	you	with	every
opportunity	to	learn,	grow	and	stretch	to	the	highest	level	of	your	ability	and	potential.

The	details	of	the	offer	are	as	follows,	and	shall	be	confidential.

You	will	be	on	training	for	a	period	of	12	months,	which	may	be	extended	or	regularized	based	on	your	performance
and	the	successful	completion	of	training	will	be	followed	by	six	months’	probation.	Your	service	in	the	Bank	will	be
confirmed	subject	to	your	performance	being	satisfactory	during	the	probationary	period.	

Your	remuneration	will	be	as	follows:

1.	 Annual	Salary	would	be	Rs.	300000.0
2.	 Apart	from	the	above,	you	will	be	eligible	for	Performance	Incentive/	Pay	as	per	Bank’s	policy,	applicable	to	the

Role/Grade.

The	 emoluments	 mentioned	 above	 are	 payable	 as	 per	 the	 policies	 of	 the	 bank,	 after	 effecting	 appropriate	 and
applicable	statutory	deductions	if	any.

You	shall	be	eligible	for	TA	&	DA	and	other	payments	as	applicable	to	the	grade,	in	line	with	the	Bank’s	policy.

Your	initial	posting	will	be	at	any	branch/office	anywhere	in	India.	However,	the	Bank	reserves	the	right	to	transfer
you	to	any	Office	/	Department	/	Branch	of	the	Bank,	in	India,	that	is	in	existence	/	or	may	come	into	existence	at	a
future	date,	based	on	the	Bank’s	business	requirements.
You	shall	give	 the	acceptance	of	 the	offer	and	of	 the	above	 terms	and	conditions	of	employment	on	 receipt	of	 this
letter.	This	offer	letter	is	valid	for	7	days	from	the	date	of	this	letter,	for	acceptance.	This	offer	shall	be	effective	from
the	date	of	your	joining	the	Bank.

Your	performance	will	be	reviewed	on	a	regular	basis	as	per	the	performance	parameters	appropriate	to	the	position
mentioned.	You	will	be	governed	by	 the	 rules,	 regulations	and	policies	 laid	down	by	 the	ESAF	Bank	 from	 time	 to
time,	and	as	applicable	to	your	position.

Notwithstanding	anything	contained	herein,	if	you	are	found	to	be	indulging	in	any	act	of	commission/omission	that
may	be	prejudicial	to	the	interests	of	the	Bank,	violation	of	its	code	of	conduct	and/or	policies,	such	act	shall	warrant
disciplinary	action,	as	deemed	fit	by	the	Bank.

Your	appointment	is	subject	to	the	necessary	verifications	/	NOCs	/	receipt	of	Experience	and	Conduct	certificate	from
your	present/previous	employers	and	receiving	satisfactory	references.

The	 terms	 and	 conditions	 set	 out	 in	 this	 letter	 of	 appointment	 constitute	 service	 conditions	 applicable	 to	 your
employment	in	the	Bank	and	in	case	of	any	dispute	arising	out	of	the	same,	the	Courts	at	Thrissur	will	have	exclusive
jurisdiction.

You	are	requested	to	produce	the	documents	as	per	the	Annexure	1,	at	the	time	of	joining.	Please	note	that	you	are
required	to	join	the	Bank	as	per	the	date,	agreed	in	our	discussion.

We	welcome	you	to	ESAF	Small	Finance	Bank	and	look	forward	to	your	valuable	contribution	in	scaling	ESAF	Bank



to	greater	heights.
	
Yours	sincerely,
	

Bobby	Abraham	Mathew
Head	HR	(In-Charge)

Compensation	Particular Monthly Annual
(A)	Fixed	Monthly	Pay	–	EARNINGS
Basic	Pay 12400 148800.0
House	Rent	Allowance 2480 29760.0
Dearness	Allowance 2000 24000.0
Conveyance	Allowance 0 0.0
Medical	Allowance 0 0.0
Periodicals	/	Self	Development	Allowance 0 0.0
Food	allowance/Coupons 0 0.0
LTA 0 0.0
Special	Allowance 4450 53396.0
Total	(A) 21330 255956.0
Fixed	Monthly	Pay	–	DEDUCTIONS
Provident	Fund	-	Employee 1728 20736.0
Professional	Tax 0 0.0
Charity	Fund 124 1488.0
ESWT	Fund	Contribution 124 1488.0
ESWT	Membership	-	Rs.1000/-	** 0 0.0
Let	Them	Smile	(Voluntary) 0 0.0
Staff	Advance	(if	taken) 0 0.0
Death	Fund 0 0.0
TDS 0 0.0
Total	Recovery 1976 23712.0
Net	Salary	Credit	to	Bank	A/c 19354 232244.0
(B)	Annual	Pay
Bonus 583 7000.0
Total	(B) 583 7000.0
(C)	Retiral	&	Other	Benefits	(Employer	Contribution)
Provident	Fund	-	Employer 1728 20736.0
Medical	Insurance 667 8000.0
Leave	Surrender 0 0.0
Gratuity 692 8308.0
Total	(C) 3087 37044.0
Cost	To	Company	(A+B+C) 25000 300000.0

1.	 Incentives	are	paid	to	Employees	in	Business	Stream	as	approved	from	time	to	time
2.	 Performance	Pay	upto	10%	of	Gross	will	 be	paid	 to	 staff	 in	 other	Streams	based	on	Bank's,Department's	 and

Individual's	annual	performance		
3.	 Employees	Deposit	Linked	Insurance	Scheme	on	Normal	Death.
4.	 Group	Term	Life	Insurance	(for	spouse	also)	
5.	 Death	Benefit	from	Staff	Welfare	Trust	
6.	 Future	Gratuity	benefits.
7.	 ESAF	CUG	facility.
8.	 Car	Component		as	per	Car	Policy	of	the	Bank
9.	 Changes	as	per	bank	policy	will	be	incorporated	time	to	time

	NB:	1.		1%	of	Basic	salary	will	be	deducted	towards	ESAF	charity	Fund	meant	for	the	charitable	activities	conducted
by	ESAF	Society	(eligible	for	80G	deduction	under	Income	Tax	Act)
2.	1%	of	Basic	salary	will	be	deducted	towards	ESAF	Staff	Welfare	Fund	meant	for	the	employees	of	ESAF	group
3.	Applicable	TDS	will	be	effected	on	the	salary.
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 29-Apr-2022

Vishakha Umakant Reddi

726, swami vivekananda nagar solapur  726, swami vivekananda nagar solapur, Solapur, Maharashtra, India 

 

Mobile No: +91-7020033064

E-mail ID: reddivishakha78@gmail.com

Dear Vishakha Umakant Reddi,

 

Offer letter: Business Development Executive - CASA - Pune 
 

1. With reference to your application for appointment and subsequent interview, we are pleased to offer you the position of  Business

Development Executive - CASA - Pune on the terms and conditions given in the succeeding paras.

 

Posting

2. Place of Posting: You will be posted initially at Pune office Pune. However, you will also be subjected to transfers to any of the

branches/ offices of the Bank solely at its discretion. 

 

3. Date of Joining: As discussed, you are required to join for duty latest by 26-Apr-2022.  The date on which you join the above office /

branch will be reckoned as your date of joining in the service of the Bank.

 

4. Reporting: The position will report to the Prashant Immanuel Gorkal.  However, your title, responsibilities and reporting lines can be

changed at any point of time based on organizational necessity and as decided by the Board and / or Management acting in the best

interest of the Bank.

 

Compensation

 

5. You will be eligible for a consolidated pay on Cost to the Company (CTC), basis of Rs 2,50,000.00(Two Lakhs Fifty Thousand ) 

perannum. The detailed salary structure is attached at Appendix A.

 

6. Your salary is confidential and should not be discussed with anyone other than your reporting authority and HR Department.

 

Probation and Confirmation

 

7. You will be on probation for a period of One Year. Your performance will be evaluated regularly, and the Bank at its discretion, may

confirm your service, on successful completion of probation period. 

 

8. The Bank is at liberty to extend your probation period for any further period or terminate your services without notice or without

assigning any reason whatsoever. 

 

Performance

 

9. Attainment/achievement of key deliverables are the primary consideration for your recruitment and employment. You are, therefore,

required to continuously improve your performance and excel in your profession in the service of the Bank. You will be subject to a

performance review, as per policy of the Bank. You will be given increment and opportunity for promotion, subject to availability of

vacancy and policy of the Bank, at the sole discretion of the Bank.

 

10. The Bank reserves the right to terminate your services in the event of under-performance of your duties, responsibilities and key

deliverables.
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 Testimonials 

 

11. You are required to submit the documents during onboarding process. You will also be required to produce the original certificates

for verification on the first day of joining. 

 

Leave

12. In addition to the statutory and Bank/public holidays in India and any other holidays declared by the Bank, you will be eligible of

leave as per Leave and Working Hours Policy for CTC staff. This includes 12 days of Casual Leave, 10 days Sick Leave on pro-rata

basis. 

 

13. You will also be eligible for Earned Leave of 24 days on completion of 12 months of service; Maternity Leave of 182 days / 7 days

of Paternity Leave as per eligibility specified, as per Leave and Working Hours Policy for CTC staff.

 

14. Your employment is liable to be terminated if you absent yourself from the services of the Bank, without prior written permission or

overstay of sanctioned leave, except in cases of medical exigencies duly supported by medical certificate.

  

Reference Check and Background Verification

 

15. This offer of appointment is subject to obtaining satisfactory responses to reference checks.

 

16. Your employment in the Bank is also subject to satisfactory verification of the certificates, testimonials and personal

particulars/credentials submitted by you. The Bank reserves the right to carry out a background check (including criminal history record

search, medical history search, education & previous employment and personal details verification) through nominated third party/

agencies.

 

17. In the event that such verification or background search reveals any discrepancy in the statement(s) made in your application for

employment or bio data/curriculum vitae submitted to the Bank, your appointment shall be deemed to be invalid and you shall be liable

to be discharged from your services by the Bank forthwith.

 

Resignation / Termination of Service

 

18. You shall provide 90 Days notice, should you wish to resign from the services of the Bank. Date of relieving will be at the sole

discretion of the Bank.

 

19. You will not be permitted to adjust any accumulated leave in your credit including accruals against the notice period. 

 

20. In addition to what has already been mention in the foregoing, your service with Bank are liable to be terminated:

 

 (a) By giving 90 days’ notice or notice pay in lieu thereof.

 

 (b) Any breach of the conditions mentioned in this letter on your part.

 

 (c) Any breach of the instruction/guidelines/circulars issued by the Bank, the RBI and regulators   as applicable or made applicable to

you from time to time. 
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 Code of Conduct

 

21. Confidentiality: In the course of employment with the Bank, you may receive or be made privy to confidential and proprietary

information including information relating to the Bank, its customers, licensors that is not publicly available, trade secrets, salary details

of the employees and property protected by intellectual property rights. You shall not, directly or indirectly, during the tenure of your

employment with the Bank or thereafter, reveal, disclose or make known to the public or any person, entity, or use for your own

benefit or the benefit of any third person any confidential information acquired during the course of employment. Any information that

you obtain from time to time regarding the Bank’s processes, methods or business practices and client information etc., should be

treated as being of the utmost confidential character and you shall not divulge any such information to anyone, unless authorized by a

Competent Authority.You will return all documents, papers etc., relating to the affairs of the Bank or any other material that you may

have in your possession on termination / resignation / absconding of service from either side. Any confidential information regarding

the Bank or its customers acquired during the course of your duties should not be used by you in any context, while in service and /or

after the termination / resignation / absconding of service. The Bank is entitled to take legal action on any breach of the above

obligation by you.

 

22. Exclusivity: During the period of your employment with the Bank, you shall exclusively serve the Bank and will not engage or

become interested, directly or indirectly, with or without remuneration, in any trade, business, occupation, employment, service or

calling whatsoever nor will undertake any activities which are or will be contrary to or conflict with interests of the Bank and/or your

duties and obligations to the Bank. 

 

23. IT Security Practice & Procedures: During the service with the bank, you will adhere to the IT Security Practices & Procedures as

prescribed by Bank. Any instances of violation or any attempted violation of the aforesaid IT Security Practices and Procedures on your

part shall result in disciplinary action.

 

24. Membership in Other Organisations: During the period of your employment with the Bank, you will not seek membership of any

local or public body or political organization without obtaining prior permission in writing from the Board or its delegated authorities. 

 

25. During  the course of your services with Bank you cannot be a member of any anti-social/national outfits or of any outfit which is

declared as banned by the Government. Any act in breach of this term would entail initiation of termination by the Bank. 

 

26. During the period of your service with Bank you will not take part in nor organise any demonstration/agitation against Bank and its

official(s) either on your behalf or on behalf of other persons either inside the Bank or otherwise, any external bodies/political outfits-

either as a member or as sympathizer. Any act in contravention of the above would be treated as prejudicial to the interest and

reputation of Bank would amount to breach of employment contract leading to initiation of appropriate action.

 

27. Non-Competition:  As by virtue of your position in the Bank, you will be privy to business sensitive, strategic and confidential

information of the Bank, you will need to agree that during the term of your service with the Bank, you shall not be entitled to directly

or indirectly, run, operate, control, be employed by or provide any services to any competitor of the Bank in India or elsewhere.  During

the term of your service with the Bank, you shall under no circumstances be employed in or work for or operate or participate, either

directly orindirectly, in a business which is directly or indirectly in the same line of business with any Bank / Financial Institution.

 

28. In the event of cessation of your services in future, due to any reason whatsoever, you shall, for a period of 6 months from the

date of such cessation, directly or indirectly ,either your own accord or in conjunction with any other person(s) or organization

refrain/desist from canvassing or oliciting or attempting to or inducing any employee(s)/business associates to leave their current

employment with the Bank to join the services of your new employer/organization or any other competitor of Bank. Any  such act in

contravention of the above provision shall entail initiation of appropriate action as deemed  fit by Bank.

 

29. Please note that while joining the services of the Bank  and during the term of employment with Bank, you would be required to

notify the Bank   immediately with the details of civil or criminal cases instituted against you in any court of law or any complaint /

show cause notice/prosecution with/by any police station or by any statutory authority, as also you will notify any outcome of such

complaint like filing of chargesheet/arrest/conviction/acquittal/discharge. Any act in breach of this term would entail inititation of
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 appropriate action as deemed fit by Bank.

 

 
 
 
30. The Bank expects resolution of issues relating to your employment, if any, within the framework internally, at all times during your

service period and even after cessation of service due to any reason whatsoever. Please note that any attempt to bring any outside

influence – directly or indirectly – upon any authority to further your interest(s)  in respect of matters pertaining to your services with

Bank would breach of employment contract leading to initiation of appropriate action. 

 

31. During the Bank’s employment term, you will not indulge in acts of commission/omission which maybe prejudicial to the interests of

the Bank or any act of dishonesty, disobedience, insubordination or any other misconduct or neglect of duty or incompetence in the

discharge of duty on your part.  

 
32. You will abide by the policies, rules and regulations and internal guidelines of the Bank, which are in force, and any additions and /

or alterations that may be made thereto from time to time, by the Management.

 
33. At the sole discretion of the Bank, your services are liable to be terminated without any notice or salary in lieu thereof in the event

of your involvement in any serious misconduct, misdemeanor, or any offence which may or may not be directly connected with the

business of the Bank.

 

34. Dress Code: You shall always maintain a business like formal dress code and appearance, in tune with the policy / norms of the

Bank.

 

35. You will be bound by the instruction / guidelines/ circulars issued by the Bank, RBI and regulators from time to time.

      You will keep Bank informed of any change in your residential address/contact details.

 

Acceptance of the Offer Letter

 

36. If you are agreeable to the terms and conditions of this Offer letter, please accept the same through your account on career portal.

 

37. We look forward to your joining Team CSB.

 

Thanking you, 

Yours Sincerely,

 

 

 (Vastav Pandya)

Human Resources

For CSB Bank
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 APPENDIX – A

 

Compensation and Benefits

Name:  Vishakha Umakant Reddi 

Designation: Business Development Executive - CASA - Pune  

 

 Notes:

(a) *Bonus includes statutory bonus, if any, as applicable as per policy

(b) The incentive/ Performance bonus will be entitled, as applicable for the post, as per the policy of the Bank  

(c) CCA will be based on the place of posting 

(d) Gratuity will be paid as per Gratuity Act 1972

(e) Professional Tax, Income Tax, and other deductions will be made as per statute.

(f) You will be covered under medical insurance as per Bank policy

(Vastav Pandya)

Human Resources

For CSB Bank

 

 

Pay Component Monthly Amount Annual Amount

CTC

Gross Salary 19792 237500

Basic & DA 10416 125000

HRA 5209 62500

Conveyance 250 3000

Education Allowance 200 2400

Bonus 1500 18000

Medical Allowance 250 3000

Canteen Allowance 250 3000

Special Allowance 1404 16850

CCA 313 3750

Retirals 1041 12500

NPS (10% of Basic Pay) 1041 12500

Total (Retiring Benefits) 1042 12500

Total CTC 20833 250000

Total CTC 20833 250000
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 26-Apr-2022

Shreya Dattatrya Parbat

170, Vasant Vihar, Old Puna Naka, Solapur.  170, Vasant Vihar, Old Puna Naka, Solapur., Solapur, Maharashtra, India 

 

Mobile No: +91-8010196067

E-mail ID: shreyaparbat29@gmail.com

Dear Shreya Dattatrya Parbat,

 

Offer letter: Business Development Executive - CASA - Pune 
 

1. With reference to your application for appointment and subsequent interview, we are pleased to offer you the position of  Business

Development Executive - CASA - Pune on the terms and conditions given in the succeeding paras.

 

Posting

2. Place of Posting: You will be posted initially at Pune office Pune. However, you will also be subjected to transfers to any of the

branches/ offices of the Bank solely at its discretion. 

 

3. Date of Joining: As discussed, you are required to join for duty latest by 28-Apr-2022.  The date on which you join the above office /

branch will be reckoned as your date of joining in the service of the Bank.

 

4. Reporting: The position will report to the Prashant Immanuel Gorkal.  However, your title, responsibilities and reporting lines can be

changed at any point of time based on organizational necessity and as decided by the Board and / or Management acting in the best

interest of the Bank.

 

Compensation

 

5. You will be eligible for a consolidated pay on Cost to the Company (CTC), basis of Rs 2,50,000.00(Two Lakhs Fifty Thousand ) 

perannum. The detailed salary structure is attached at Appendix A.

 

6. Your salary is confidential and should not be discussed with anyone other than your reporting authority and HR Department.

 

Probation and Confirmation

 

7. You will be on probation for a period of One Year. Your performance will be evaluated regularly, and the Bank at its discretion, may

confirm your service, on successful completion of probation period. 

 

8. The Bank is at liberty to extend your probation period for any further period or terminate your services without notice or without

assigning any reason whatsoever. 

 

Performance

 

9. Attainment/achievement of key deliverables are the primary consideration for your recruitment and employment. You are, therefore,

required to continuously improve your performance and excel in your profession in the service of the Bank. You will be subject to a

performance review, as per policy of the Bank. You will be given increment and opportunity for promotion, subject to availability of

vacancy and policy of the Bank, at the sole discretion of the Bank.

 

10. The Bank reserves the right to terminate your services in the event of under-performance of your duties, responsibilities and key

deliverables.
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 Testimonials 

 

11. You are required to submit the documents during onboarding process. You will also be required to produce the original certificates

for verification on the first day of joining. 

 

Leave

12. In addition to the statutory and Bank/public holidays in India and any other holidays declared by the Bank, you will be eligible of

leave as per Leave and Working Hours Policy for CTC staff. This includes 12 days of Casual Leave, 10 days Sick Leave on pro-rata

basis. 

 

13. You will also be eligible for Earned Leave of 24 days on completion of 12 months of service; Maternity Leave of 182 days / 7 days

of Paternity Leave as per eligibility specified, as per Leave and Working Hours Policy for CTC staff.

 

14. Your employment is liable to be terminated if you absent yourself from the services of the Bank, without prior written permission or

overstay of sanctioned leave, except in cases of medical exigencies duly supported by medical certificate.

  

Reference Check and Background Verification

 

15. This offer of appointment is subject to obtaining satisfactory responses to reference checks.

 

16. Your employment in the Bank is also subject to satisfactory verification of the certificates, testimonials and personal

particulars/credentials submitted by you. The Bank reserves the right to carry out a background check (including criminal history record

search, medical history search, education & previous employment and personal details verification) through nominated third party/

agencies.

 

17. In the event that such verification or background search reveals any discrepancy in the statement(s) made in your application for

employment or bio data/curriculum vitae submitted to the Bank, your appointment shall be deemed to be invalid and you shall be liable

to be discharged from your services by the Bank forthwith.

 

Resignation / Termination of Service

 

18. You shall provide 90 Days notice, should you wish to resign from the services of the Bank. Date of relieving will be at the sole

discretion of the Bank.

 

19. You will not be permitted to adjust any accumulated leave in your credit including accruals against the notice period. 

 

20. In addition to what has already been mention in the foregoing, your service with Bank are liable to be terminated:

 

 (a) By giving 90 days’ notice or notice pay in lieu thereof.

 

 (b) Any breach of the conditions mentioned in this letter on your part.

 

 (c) Any breach of the instruction/guidelines/circulars issued by the Bank, the RBI and regulators   as applicable or made applicable to

you from time to time. 
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 Code of Conduct

 

21. Confidentiality: In the course of employment with the Bank, you may receive or be made privy to confidential and proprietary

information including information relating to the Bank, its customers, licensors that is not publicly available, trade secrets, salary details

of the employees and property protected by intellectual property rights. You shall not, directly or indirectly, during the tenure of your

employment with the Bank or thereafter, reveal, disclose or make known to the public or any person, entity, or use for your own

benefit or the benefit of any third person any confidential information acquired during the course of employment. Any information that

you obtain from time to time regarding the Bank’s processes, methods or business practices and client information etc., should be

treated as being of the utmost confidential character and you shall not divulge any such information to anyone, unless authorized by a

Competent Authority.You will return all documents, papers etc., relating to the affairs of the Bank or any other material that you may

have in your possession on termination / resignation / absconding of service from either side. Any confidential information regarding

the Bank or its customers acquired during the course of your duties should not be used by you in any context, while in service and /or

after the termination / resignation / absconding of service. The Bank is entitled to take legal action on any breach of the above

obligation by you.

 

22. Exclusivity: During the period of your employment with the Bank, you shall exclusively serve the Bank and will not engage or

become interested, directly or indirectly, with or without remuneration, in any trade, business, occupation, employment, service or

calling whatsoever nor will undertake any activities which are or will be contrary to or conflict with interests of the Bank and/or your

duties and obligations to the Bank. 

 

23. IT Security Practice & Procedures: During the service with the bank, you will adhere to the IT Security Practices & Procedures as

prescribed by Bank. Any instances of violation or any attempted violation of the aforesaid IT Security Practices and Procedures on your

part shall result in disciplinary action.

 

24. Membership in Other Organisations: During the period of your employment with the Bank, you will not seek membership of any

local or public body or political organization without obtaining prior permission in writing from the Board or its delegated authorities. 

 

25. During  the course of your services with Bank you cannot be a member of any anti-social/national outfits or of any outfit which is

declared as banned by the Government. Any act in breach of this term would entail initiation of termination by the Bank. 

 

26. During the period of your service with Bank you will not take part in nor organise any demonstration/agitation against Bank and its

official(s) either on your behalf or on behalf of other persons either inside the Bank or otherwise, any external bodies/political outfits-

either as a member or as sympathizer. Any act in contravention of the above would be treated as prejudicial to the interest and

reputation of Bank would amount to breach of employment contract leading to initiation of appropriate action.

 

27. Non-Competition:  As by virtue of your position in the Bank, you will be privy to business sensitive, strategic and confidential

information of the Bank, you will need to agree that during the term of your service with the Bank, you shall not be entitled to directly

or indirectly, run, operate, control, be employed by or provide any services to any competitor of the Bank in India or elsewhere.  During

the term of your service with the Bank, you shall under no circumstances be employed in or work for or operate or participate, either

directly orindirectly, in a business which is directly or indirectly in the same line of business with any Bank / Financial Institution.

 

28. In the event of cessation of your services in future, due to any reason whatsoever, you shall, for a period of 6 months from the

date of such cessation, directly or indirectly ,either your own accord or in conjunction with any other person(s) or organization

refrain/desist from canvassing or oliciting or attempting to or inducing any employee(s)/business associates to leave their current

employment with the Bank to join the services of your new employer/organization or any other competitor of Bank. Any  such act in

contravention of the above provision shall entail initiation of appropriate action as deemed  fit by Bank.

 

29. Please note that while joining the services of the Bank  and during the term of employment with Bank, you would be required to

notify the Bank   immediately with the details of civil or criminal cases instituted against you in any court of law or any complaint /

show cause notice/prosecution with/by any police station or by any statutory authority, as also you will notify any outcome of such

complaint like filing of chargesheet/arrest/conviction/acquittal/discharge. Any act in breach of this term would entail inititation of
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 appropriate action as deemed fit by Bank.

 

 
 
 
30. The Bank expects resolution of issues relating to your employment, if any, within the framework internally, at all times during your

service period and even after cessation of service due to any reason whatsoever. Please note that any attempt to bring any outside

influence – directly or indirectly – upon any authority to further your interest(s)  in respect of matters pertaining to your services with

Bank would breach of employment contract leading to initiation of appropriate action. 

 

31. During the Bank’s employment term, you will not indulge in acts of commission/omission which maybe prejudicial to the interests of

the Bank or any act of dishonesty, disobedience, insubordination or any other misconduct or neglect of duty or incompetence in the

discharge of duty on your part.  

 
32. You will abide by the policies, rules and regulations and internal guidelines of the Bank, which are in force, and any additions and /

or alterations that may be made thereto from time to time, by the Management.

 
33. At the sole discretion of the Bank, your services are liable to be terminated without any notice or salary in lieu thereof in the event

of your involvement in any serious misconduct, misdemeanor, or any offence which may or may not be directly connected with the

business of the Bank.

 

34. Dress Code: You shall always maintain a business like formal dress code and appearance, in tune with the policy / norms of the

Bank.

 

35. You will be bound by the instruction / guidelines/ circulars issued by the Bank, RBI and regulators from time to time.

      You will keep Bank informed of any change in your residential address/contact details.

 

Acceptance of the Offer Letter

 

36. If you are agreeable to the terms and conditions of this Offer letter, please accept the same through your account on career portal.

 

37. We look forward to your joining Team CSB.

 

Thanking you, 

Yours Sincerely,

 

 

 (Vastav Pandya)

Human Resources

For CSB Bank
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 APPENDIX – A

 

Compensation and Benefits

Name:  Shreya Dattatrya Parbat 

Designation: Business Development Executive - CASA - Pune  

 

 Notes:

(a) *Bonus includes statutory bonus, if any, as applicable as per policy

(b) The incentive/ Performance bonus will be entitled, as applicable for the post, as per the policy of the Bank  

(c) CCA will be based on the place of posting 

(d) Gratuity will be paid as per Gratuity Act 1972

(e) Professional Tax, Income Tax, and other deductions will be made as per statute.

(f) You will be covered under medical insurance as per Bank policy

(Vastav Pandya)

Human Resources

For CSB Bank

 

 

Pay Component Monthly Amount Annual Amount

CTC

Gross Salary 19792 237500

Basic & DA 10416 125000

HRA 5209 62500

Conveyance 250 3000

Education Allowance 200 2400

Bonus 1500 18000

Medical Allowance 250 3000

Canteen Allowance 250 3000

Special Allowance 1404 16850

CCA 313 3750

Retirals 1041 12500

NPS (10% of Basic Pay) 1041 12500

Total (Retiring Benefits) 1042 12500

Total CTC 20833 250000

Total CTC 20833 250000
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 25-Apr-2022

Sanobar Rahiman Shaikh

801 sun city  Damani nagar , Solapur, Maharashtra, India 

 

Mobile No: +91-8208674987

E-mail ID: Sanobar.shaikh2112@gmail.com

Dear Sanobar Rahiman Shaikh,

 

Offer letter: Business Development Executive - CASA - Pune 
 

1. With reference to your application for appointment and subsequent interview, we are pleased to offer you the position of  Business

Development Executive - CASA - Pune on the terms and conditions given in the succeeding paras.

 

Posting

2. Place of Posting: You will be posted initially at Pune office Pune. However, you will also be subjected to transfers to any of the

branches/ offices of the Bank solely at its discretion. 

 

3. Date of Joining: As discussed, you are required to join for duty latest by 27-Apr-2022.  The date on which you join the above office /

branch will be reckoned as your date of joining in the service of the Bank.

 

4. Reporting: The position will report to the Prashant Immanuel Gorkal.  However, your title, responsibilities and reporting lines can be

changed at any point of time based on organizational necessity and as decided by the Board and / or Management acting in the best

interest of the Bank.

 

Compensation

 

5. You will be eligible for a consolidated pay on Cost to the Company (CTC), basis of Rs 2,50,000.00(Two Lakhs Fifty Thousand ) 

perannum. The detailed salary structure is attached at Appendix A.

 

6. Your salary is confidential and should not be discussed with anyone other than your reporting authority and HR Department.

 

Probation and Confirmation

 

7. You will be on probation for a period of One Year. Your performance will be evaluated regularly, and the Bank at its discretion, may

confirm your service, on successful completion of probation period. 

 

8. The Bank is at liberty to extend your probation period for any further period or terminate your services without notice or without

assigning any reason whatsoever. 

 

Performance

 

9. Attainment/achievement of key deliverables are the primary consideration for your recruitment and employment. You are, therefore,

required to continuously improve your performance and excel in your profession in the service of the Bank. You will be subject to a

performance review, as per policy of the Bank. You will be given increment and opportunity for promotion, subject to availability of

vacancy and policy of the Bank, at the sole discretion of the Bank.

 

10. The Bank reserves the right to terminate your services in the event of under-performance of your duties, responsibilities and key

deliverables.
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 Testimonials 

 

11. You are required to submit the documents during onboarding process. You will also be required to produce the original certificates

for verification on the first day of joining. 

 

Leave

12. In addition to the statutory and Bank/public holidays in India and any other holidays declared by the Bank, you will be eligible of

leave as per Leave and Working Hours Policy for CTC staff. This includes 12 days of Casual Leave, 10 days Sick Leave on pro-rata

basis. 

 

13. You will also be eligible for Earned Leave of 24 days on completion of 12 months of service; Maternity Leave of 182 days / 7 days

of Paternity Leave as per eligibility specified, as per Leave and Working Hours Policy for CTC staff.

 

14. Your employment is liable to be terminated if you absent yourself from the services of the Bank, without prior written permission or

overstay of sanctioned leave, except in cases of medical exigencies duly supported by medical certificate.

  

Reference Check and Background Verification

 

15. This offer of appointment is subject to obtaining satisfactory responses to reference checks.

 

16. Your employment in the Bank is also subject to satisfactory verification of the certificates, testimonials and personal

particulars/credentials submitted by you. The Bank reserves the right to carry out a background check (including criminal history record

search, medical history search, education & previous employment and personal details verification) through nominated third party/

agencies.

 

17. In the event that such verification or background search reveals any discrepancy in the statement(s) made in your application for

employment or bio data/curriculum vitae submitted to the Bank, your appointment shall be deemed to be invalid and you shall be liable

to be discharged from your services by the Bank forthwith.

 

Resignation / Termination of Service

 

18. You shall provide 90 Days notice, should you wish to resign from the services of the Bank. Date of relieving will be at the sole

discretion of the Bank.

 

19. You will not be permitted to adjust any accumulated leave in your credit including accruals against the notice period. 

 

20. In addition to what has already been mention in the foregoing, your service with Bank are liable to be terminated:

 

 (a) By giving 90 days’ notice or notice pay in lieu thereof.

 

 (b) Any breach of the conditions mentioned in this letter on your part.

 

 (c) Any breach of the instruction/guidelines/circulars issued by the Bank, the RBI and regulators   as applicable or made applicable to

you from time to time. 
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 Code of Conduct

 

21. Confidentiality: In the course of employment with the Bank, you may receive or be made privy to confidential and proprietary

information including information relating to the Bank, its customers, licensors that is not publicly available, trade secrets, salary details

of the employees and property protected by intellectual property rights. You shall not, directly or indirectly, during the tenure of your

employment with the Bank or thereafter, reveal, disclose or make known to the public or any person, entity, or use for your own

benefit or the benefit of any third person any confidential information acquired during the course of employment. Any information that

you obtain from time to time regarding the Bank’s processes, methods or business practices and client information etc., should be

treated as being of the utmost confidential character and you shall not divulge any such information to anyone, unless authorized by a

Competent Authority.You will return all documents, papers etc., relating to the affairs of the Bank or any other material that you may

have in your possession on termination / resignation / absconding of service from either side. Any confidential information regarding

the Bank or its customers acquired during the course of your duties should not be used by you in any context, while in service and /or

after the termination / resignation / absconding of service. The Bank is entitled to take legal action on any breach of the above

obligation by you.

 

22. Exclusivity: During the period of your employment with the Bank, you shall exclusively serve the Bank and will not engage or

become interested, directly or indirectly, with or without remuneration, in any trade, business, occupation, employment, service or

calling whatsoever nor will undertake any activities which are or will be contrary to or conflict with interests of the Bank and/or your

duties and obligations to the Bank. 

 

23. IT Security Practice & Procedures: During the service with the bank, you will adhere to the IT Security Practices & Procedures as

prescribed by Bank. Any instances of violation or any attempted violation of the aforesaid IT Security Practices and Procedures on your

part shall result in disciplinary action.

 

24. Membership in Other Organisations: During the period of your employment with the Bank, you will not seek membership of any

local or public body or political organization without obtaining prior permission in writing from the Board or its delegated authorities. 

 

25. During  the course of your services with Bank you cannot be a member of any anti-social/national outfits or of any outfit which is

declared as banned by the Government. Any act in breach of this term would entail initiation of termination by the Bank. 

 

26. During the period of your service with Bank you will not take part in nor organise any demonstration/agitation against Bank and its

official(s) either on your behalf or on behalf of other persons either inside the Bank or otherwise, any external bodies/political outfits-

either as a member or as sympathizer. Any act in contravention of the above would be treated as prejudicial to the interest and

reputation of Bank would amount to breach of employment contract leading to initiation of appropriate action.

 

27. Non-Competition:  As by virtue of your position in the Bank, you will be privy to business sensitive, strategic and confidential

information of the Bank, you will need to agree that during the term of your service with the Bank, you shall not be entitled to directly

or indirectly, run, operate, control, be employed by or provide any services to any competitor of the Bank in India or elsewhere.  During

the term of your service with the Bank, you shall under no circumstances be employed in or work for or operate or participate, either

directly orindirectly, in a business which is directly or indirectly in the same line of business with any Bank / Financial Institution.

 

28. In the event of cessation of your services in future, due to any reason whatsoever, you shall, for a period of 6 months from the

date of such cessation, directly or indirectly ,either your own accord or in conjunction with any other person(s) or organization

refrain/desist from canvassing or oliciting or attempting to or inducing any employee(s)/business associates to leave their current

employment with the Bank to join the services of your new employer/organization or any other competitor of Bank. Any  such act in

contravention of the above provision shall entail initiation of appropriate action as deemed  fit by Bank.

 

29. Please note that while joining the services of the Bank  and during the term of employment with Bank, you would be required to

notify the Bank   immediately with the details of civil or criminal cases instituted against you in any court of law or any complaint /

show cause notice/prosecution with/by any police station or by any statutory authority, as also you will notify any outcome of such

complaint like filing of chargesheet/arrest/conviction/acquittal/discharge. Any act in breach of this term would entail inititation of
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 appropriate action as deemed fit by Bank.

 

 
 
 
30. The Bank expects resolution of issues relating to your employment, if any, within the framework internally, at all times during your

service period and even after cessation of service due to any reason whatsoever. Please note that any attempt to bring any outside

influence – directly or indirectly – upon any authority to further your interest(s)  in respect of matters pertaining to your services with

Bank would breach of employment contract leading to initiation of appropriate action. 

 

31. During the Bank’s employment term, you will not indulge in acts of commission/omission which maybe prejudicial to the interests of

the Bank or any act of dishonesty, disobedience, insubordination or any other misconduct or neglect of duty or incompetence in the

discharge of duty on your part.  

 
32. You will abide by the policies, rules and regulations and internal guidelines of the Bank, which are in force, and any additions and /

or alterations that may be made thereto from time to time, by the Management.

 
33. At the sole discretion of the Bank, your services are liable to be terminated without any notice or salary in lieu thereof in the event

of your involvement in any serious misconduct, misdemeanor, or any offence which may or may not be directly connected with the

business of the Bank.

 

34. Dress Code: You shall always maintain a business like formal dress code and appearance, in tune with the policy / norms of the

Bank.

 

35. You will be bound by the instruction / guidelines/ circulars issued by the Bank, RBI and regulators from time to time.

      You will keep Bank informed of any change in your residential address/contact details.

 

Acceptance of the Offer Letter

 

36. If you are agreeable to the terms and conditions of this Offer letter, please accept the same through your account on career portal.

 

37. We look forward to your joining Team CSB.

 

Thanking you, 

Yours Sincerely,

 

 

 (Vastav Pandya)

Human Resources

For CSB Bank
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 APPENDIX – A

 

Compensation and Benefits

Name:  Sanobar Rahiman Shaikh 

Designation: Business Development Executive - CASA - Pune  

 

 Notes:

(a) *Bonus includes statutory bonus, if any, as applicable as per policy

(b) The incentive/ Performance bonus will be entitled, as applicable for the post, as per the policy of the Bank  

(c) CCA will be based on the place of posting 

(d) Gratuity will be paid as per Gratuity Act 1972

(e) Professional Tax, Income Tax, and other deductions will be made as per statute.

(f) You will be covered under medical insurance as per Bank policy

(Vastav Pandya)

Human Resources

For CSB Bank

 

 

Pay Component Monthly Amount Annual Amount

CTC

Gross Salary 19792 237500

Basic & DA 10416 125000

HRA 5209 62500

Conveyance 250 3000

Education Allowance 200 2400

Bonus 1500 18000

Medical Allowance 250 3000

Canteen Allowance 250 3000

Special Allowance 1404 16850

CCA 313 3750

Retirals 1041 12500

NPS (10% of Basic Pay) 1041 12500

Total (Retiring Benefits) 1042 12500

Total CTC 20833 250000

Total CTC 20833 250000
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 31-Oct-2022

SABALE SACHIN NIJAGUN

A/P Takali, Tal. Solapur  South solapur, Solapur, Maharashtra, India 

 

Mobile No: +91-9970954484

E-mail ID: sabalesachin088@gmail.com

Dear SABALE SACHIN NIJAGUN,

 

Offer letter: Customer Relationship Officer (Location : Pune) 
 

1. With reference to your application for appointment and subsequent interview, we are pleased to offer you the position of  Customer

Relationship Officer (Location : Pune) on the terms and conditions given in the succeeding paras.

 

Posting

2. Place of Posting: You will be posted initially at Pune office Pune. However, you will also be subjected to transfers to any of the

branches/ offices of the Bank solely at its discretion. 

 

3. Date of Joining: As discussed, you are required to join for duty latest by 07-Nov-2022.  The date on which you join the above office /

branch will be reckoned as your date of joining in the service of the Bank.

 

4. Reporting: The position will report to the Rohit Dhar.  However, your title, responsibilities and reporting lines can be changed at any

point of time based on organizational necessity and as decided by the Board and / or Management acting in the best interest of the

Bank.

 

Compensation

 

5. You will be eligible for a consolidated pay on Cost to the Company (CTC), basis of Rs 2,50,000.00(Two Lakhs Fifty Thousand ) 

perannum. The detailed salary structure is attached at Appendix A.

 

6. Your salary is confidential and should not be discussed with anyone other than your reporting authority and HR Department.

 

Probation and Confirmation

 

7. You will be on probation for a period of One Year. Your performance will be evaluated regularly, and the Bank at its discretion, may

confirm your service, on successful completion of probation period. 

 

8. The Bank is at liberty to extend your probation period for any further period or terminate your services without notice or without

assigning any reason whatsoever. 

 

Performance

 

9. Attainment/achievement of key deliverables are the primary consideration for your recruitment and employment. You are, therefore,

required to continuously improve your performance and excel in your profession in the service of the Bank. You will be subject to a

performance review, as per policy of the Bank. You will be given increment and opportunity for promotion, subject to availability of

vacancy and policy of the Bank, at the sole discretion of the Bank.

 

10. The Bank reserves the right to terminate your services in the event of under-performance of your duties, responsibilities and key

deliverables.
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 Testimonials 

 

11. You are required to submit the documents during onboarding process. You will also be required to produce the original certificates

for verification on the first day of joining. 

 

Leave

12. In addition to the statutory and Bank/public holidays in India and any other holidays declared by the Bank, you will be eligible of

leave as per Leave and Working Hours Policy for CTC staff. This includes 12 days of Casual Leave, 10 days Sick Leave on pro-rata

basis. 

 

13. You will also be eligible for Earned Leave of 24 days on completion of 12 months of service; Maternity Leave of 182 days / 7 days

of Paternity Leave as per eligibility specified, as per Leave and Working Hours Policy for CTC staff.

 

14. Your employment is liable to be terminated if you absent yourself from the services of the Bank, without prior written permission or

overstay of sanctioned leave, except in cases of medical exigencies duly supported by medical certificate.

  

Reference Check and Background Verification

 

15. This offer of appointment is subject to obtaining satisfactory responses to reference checks.

 

16. Your employment in the Bank is also subject to satisfactory verification of the certificates, testimonials and personal

particulars/credentials submitted by you. The Bank reserves the right to carry out a background check (including criminal history record

search, medical history search, education & previous employment and personal details verification) through nominated third party/

agencies.

 

17. In the event that such verification or background search reveals any discrepancy in the statement(s) made in your application for

employment or bio data/curriculum vitae submitted to the Bank, your appointment shall be deemed to be invalid and you shall be liable

to be discharged from your services by the Bank forthwith.

 

Resignation / Termination of Service

 

18. You shall provide 90 Days notice, should you wish to resign from the services of the Bank. Date of relieving will be at the sole

discretion of the Bank.

 

19. You will not be permitted to adjust any accumulated leave in your credit including accruals against the notice period. 

 

20. In addition to what has already been mention in the foregoing, your service with Bank are liable to be terminated:

 

 (a) By giving 90 days’ notice or notice pay in lieu thereof.

 

 (b) Any breach of the conditions mentioned in this letter on your part.

 

 (c) Any breach of the instruction/guidelines/circulars issued by the Bank, the RBI and regulators   as applicable or made applicable to

you from time to time. 
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 Code of Conduct

 

21. Confidentiality: In the course of employment with the Bank, you may receive or be made privy to confidential and proprietary

information including information relating to the Bank, its customers, licensors that is not publicly available, trade secrets, salary details

of the employees and property protected by intellectual property rights. You shall not, directly or indirectly, during the tenure of your

employment with the Bank or thereafter, reveal, disclose or make known to the public or any person, entity, or use for your own

benefit or the benefit of any third person any confidential information acquired during the course of employment. Any information that

you obtain from time to time regarding the Bank’s processes, methods or business practices and client information etc., should be

treated as being of the utmost confidential character and you shall not divulge any such information to anyone, unless authorized by a

Competent Authority.You will return all documents, papers etc., relating to the affairs of the Bank or any other material that you may

have in your possession on termination / resignation / absconding of service from either side. Any confidential information regarding

the Bank or its customers acquired during the course of your duties should not be used by you in any context, while in service and /or

after the termination / resignation / absconding of service. The Bank is entitled to take legal action on any breach of the above

obligation by you.

 

22. Exclusivity: During the period of your employment with the Bank, you shall exclusively serve the Bank and will not engage or

become interested, directly or indirectly, with or without remuneration, in any trade, business, occupation, employment, service or

calling whatsoever nor will undertake any activities which are or will be contrary to or conflict with interests of the Bank and/or your

duties and obligations to the Bank. 

 

23. IT Security Practice & Procedures: During the service with the bank, you will adhere to the IT Security Practices & Procedures as

prescribed by Bank. Any instances of violation or any attempted violation of the aforesaid IT Security Practices and Procedures on your

part shall result in disciplinary action.

 

24. Membership in Other Organisations: During the period of your employment with the Bank, you will not seek membership of any

local or public body or political organization without obtaining prior permission in writing from the Board or its delegated authorities. 

 

25. During  the course of your services with Bank you cannot be a member of any anti-social/national outfits or of any outfit which is

declared as banned by the Government. Any act in breach of this term would entail initiation of termination by the Bank. 

 

26. During the period of your service with Bank you will not take part in nor organise any demonstration/agitation against Bank and its

official(s) either on your behalf or on behalf of other persons either inside the Bank or otherwise, any external bodies/political outfits-

either as a member or as sympathizer. Any act in contravention of the above would be treated as prejudicial to the interest and

reputation of Bank would amount to breach of employment contract leading to initiation of appropriate action.

 

27. Non-Competition:  As by virtue of your position in the Bank, you will be privy to business sensitive, strategic and confidential

information of the Bank, you will need to agree that during the term of your service with the Bank, you shall not be entitled to directly

or indirectly, run, operate, control, be employed by or provide any services to any competitor of the Bank in India or elsewhere.  During

the term of your service with the Bank, you shall under no circumstances be employed in or work for or operate or participate, either

directly orindirectly, in a business which is directly or indirectly in the same line of business with any Bank / Financial Institution.

 

28. In the event of cessation of your services in future, due to any reason whatsoever, you shall, for a period of 6 months from the

date of such cessation, directly or indirectly ,either your own accord or in conjunction with any other person(s) or organization

refrain/desist from canvassing or oliciting or attempting to or inducing any employee(s)/business associates to leave their current

employment with the Bank to join the services of your new employer/organization or any other competitor of Bank. Any  such act in

contravention of the above provision shall entail initiation of appropriate action as deemed  fit by Bank.

 

29. Please note that while joining the services of the Bank  and during the term of employment with Bank, you would be required to

notify the Bank   immediately with the details of civil or criminal cases instituted against you in any court of law or any complaint /

show cause notice/prosecution with/by any police station or by any statutory authority, as also you will notify any outcome of such

complaint like filing of chargesheet/arrest/conviction/acquittal/discharge. Any act in breach of this term would entail inititation of
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 appropriate action as deemed fit by Bank.

 

 
 
 
30. The Bank expects resolution of issues relating to your employment, if any, within the framework internally, at all times during your

service period and even after cessation of service due to any reason whatsoever. Please note that any attempt to bring any outside

influence – directly or indirectly – upon any authority to further your interest(s)  in respect of matters pertaining to your services with

Bank would breach of employment contract leading to initiation of appropriate action. 

 

31. During the Bank’s employment term, you will not indulge in acts of commission/omission which maybe prejudicial to the interests of

the Bank or any act of dishonesty, disobedience, insubordination or any other misconduct or neglect of duty or incompetence in the

discharge of duty on your part.  

 
32. You will abide by the policies, rules and regulations and internal guidelines of the Bank, which are in force, and any additions and /

or alterations that may be made thereto from time to time, by the Management.

 
33. At the sole discretion of the Bank, your services are liable to be terminated without any notice or salary in lieu thereof in the event

of your involvement in any serious misconduct, misdemeanor, or any offence which may or may not be directly connected with the

business of the Bank.

 

34. Dress Code: You shall always maintain a business like formal dress code and appearance, in tune with the policy / norms of the

Bank.

 

35. You will be bound by the instruction / guidelines/ circulars issued by the Bank, RBI and regulators from time to time.

      You will keep Bank informed of any change in your residential address/contact details.

 

Acceptance of the Offer Letter

 

36. If you are agreeable to the terms and conditions of this Offer letter, please accept the same through your account on career portal.

 

37. We look forward to your joining Team CSB.

 

Thanking you, 

Yours Sincerely,

 

 

 (Vastav Pandya)

Human Resources

For CSB Bank
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 APPENDIX – A

 

Compensation and Benefits

Name:  SABALE SACHIN NIJAGUN 

Designation: Customer Relationship Officer (Location : Pune)  

 

 Notes:

(a) *Bonus includes statutory bonus, if any, as applicable as per policy

(b) The incentive/ Performance bonus will be entitled, as applicable for the post, as per the policy of the Bank  

(c) CCA will be based on the place of posting 

(d) Gratuity will be paid as per Gratuity Act 1972

(e) Professional Tax, Income Tax, and other deductions will be made as per statute.

(f) You will be covered under medical insurance as per Bank policy

(Vastav Pandya)

Human Resources

For CSB Bank

 

Pay Component Monthly Amount Annual Amount

CTC

Gross Salary 19792 237500

Basic & DA 10416 125000

HRA 5209 62500

Conveyance 250 3000

Education Allowance 200 2400

Bonus 1500 18000

Medical Allowance 250 3000

Canteen Allowance 250 3000

Special Allowance 1404 16850

CCA 313 3750

Retirals 1041 12500

NPS (10% of Basic Pay) 1041 12500

Total (Retiring Benefits) 1042 12500

Total CTC 20833 250000

Total CTC 20833 250000
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 30-Apr-2022

Ritesh Isapure

VIJAY NAGAR, 27/B vijay nagar,Dawat chowk,jule solapur  27/B vijay nagar,Dawat chowk,jule solapur, solapur, Maharashtra, India 

 

Mobile No: +91-8308088867

E-mail ID: isapure0115@gmail.com

Dear Ritesh Isapure,

 

Offer letter: Business Development Executive - CASA - Pune 
 

1. With reference to your application for appointment and subsequent interview, we are pleased to offer you the position of  Business

Development Executive - CASA - Pune on the terms and conditions given in the succeeding paras.

 

Posting

2. Place of Posting: You will be posted initially at Pune office Pune. However, you will also be subjected to transfers to any of the

branches/ offices of the Bank solely at its discretion. 

 

3. Date of Joining: As discussed, you are required to join for duty latest by 03-May-2022.  The date on which you join the above office

/ branch will be reckoned as your date of joining in the service of the Bank.

 

4. Reporting: The position will report to the Prashant Immanuel Gorkal.  However, your title, responsibilities and reporting lines can be

changed at any point of time based on organizational necessity and as decided by the Board and / or Management acting in the best

interest of the Bank.

 

Compensation

 

5. You will be eligible for a consolidated pay on Cost to the Company (CTC), basis of Rs 2,50,000.00(Two Lakhs Fifty Thousand ) 

perannum. The detailed salary structure is attached at Appendix A.

 

6. Your salary is confidential and should not be discussed with anyone other than your reporting authority and HR Department.

 

Probation and Confirmation

 

7. You will be on probation for a period of One Year. Your performance will be evaluated regularly, and the Bank at its discretion, may

confirm your service, on successful completion of probation period. 

 

8. The Bank is at liberty to extend your probation period for any further period or terminate your services without notice or without

assigning any reason whatsoever. 

 

Performance

 

9. Attainment/achievement of key deliverables are the primary consideration for your recruitment and employment. You are, therefore,

required to continuously improve your performance and excel in your profession in the service of the Bank. You will be subject to a

performance review, as per policy of the Bank. You will be given increment and opportunity for promotion, subject to availability of

vacancy and policy of the Bank, at the sole discretion of the Bank.

 

10. The Bank reserves the right to terminate your services in the event of under-performance of your duties, responsibilities and key

deliverables.
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 Testimonials 

 

11. You are required to submit the documents during onboarding process. You will also be required to produce the original certificates

for verification on the first day of joining. 

 

Leave

12. In addition to the statutory and Bank/public holidays in India and any other holidays declared by the Bank, you will be eligible of

leave as per Leave and Working Hours Policy for CTC staff. This includes 12 days of Casual Leave, 10 days Sick Leave on pro-rata

basis. 

 

13. You will also be eligible for Earned Leave of 24 days on completion of 12 months of service; Maternity Leave of 182 days / 7 days

of Paternity Leave as per eligibility specified, as per Leave and Working Hours Policy for CTC staff.

 

14. Your employment is liable to be terminated if you absent yourself from the services of the Bank, without prior written permission or

overstay of sanctioned leave, except in cases of medical exigencies duly supported by medical certificate.

  

Reference Check and Background Verification

 

15. This offer of appointment is subject to obtaining satisfactory responses to reference checks.

 

16. Your employment in the Bank is also subject to satisfactory verification of the certificates, testimonials and personal

particulars/credentials submitted by you. The Bank reserves the right to carry out a background check (including criminal history record

search, medical history search, education & previous employment and personal details verification) through nominated third party/

agencies.

 

17. In the event that such verification or background search reveals any discrepancy in the statement(s) made in your application for

employment or bio data/curriculum vitae submitted to the Bank, your appointment shall be deemed to be invalid and you shall be liable

to be discharged from your services by the Bank forthwith.

 

Resignation / Termination of Service

 

18. You shall provide 90 Days notice, should you wish to resign from the services of the Bank. Date of relieving will be at the sole

discretion of the Bank.

 

19. You will not be permitted to adjust any accumulated leave in your credit including accruals against the notice period. 

 

20. In addition to what has already been mention in the foregoing, your service with Bank are liable to be terminated:

 

 (a) By giving 90 days’ notice or notice pay in lieu thereof.

 

 (b) Any breach of the conditions mentioned in this letter on your part.

 

 (c) Any breach of the instruction/guidelines/circulars issued by the Bank, the RBI and regulators   as applicable or made applicable to

you from time to time. 
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 Code of Conduct

 

21. Confidentiality: In the course of employment with the Bank, you may receive or be made privy to confidential and proprietary

information including information relating to the Bank, its customers, licensors that is not publicly available, trade secrets, salary details

of the employees and property protected by intellectual property rights. You shall not, directly or indirectly, during the tenure of your

employment with the Bank or thereafter, reveal, disclose or make known to the public or any person, entity, or use for your own

benefit or the benefit of any third person any confidential information acquired during the course of employment. Any information that

you obtain from time to time regarding the Bank’s processes, methods or business practices and client information etc., should be

treated as being of the utmost confidential character and you shall not divulge any such information to anyone, unless authorized by a

Competent Authority.You will return all documents, papers etc., relating to the affairs of the Bank or any other material that you may

have in your possession on termination / resignation / absconding of service from either side. Any confidential information regarding

the Bank or its customers acquired during the course of your duties should not be used by you in any context, while in service and /or

after the termination / resignation / absconding of service. The Bank is entitled to take legal action on any breach of the above

obligation by you.

 

22. Exclusivity: During the period of your employment with the Bank, you shall exclusively serve the Bank and will not engage or

become interested, directly or indirectly, with or without remuneration, in any trade, business, occupation, employment, service or

calling whatsoever nor will undertake any activities which are or will be contrary to or conflict with interests of the Bank and/or your

duties and obligations to the Bank. 

 

23. IT Security Practice & Procedures: During the service with the bank, you will adhere to the IT Security Practices & Procedures as

prescribed by Bank. Any instances of violation or any attempted violation of the aforesaid IT Security Practices and Procedures on your

part shall result in disciplinary action.

 

24. Membership in Other Organisations: During the period of your employment with the Bank, you will not seek membership of any

local or public body or political organization without obtaining prior permission in writing from the Board or its delegated authorities. 

 

25. During  the course of your services with Bank you cannot be a member of any anti-social/national outfits or of any outfit which is

declared as banned by the Government. Any act in breach of this term would entail initiation of termination by the Bank. 

 

26. During the period of your service with Bank you will not take part in nor organise any demonstration/agitation against Bank and its

official(s) either on your behalf or on behalf of other persons either inside the Bank or otherwise, any external bodies/political outfits-

either as a member or as sympathizer. Any act in contravention of the above would be treated as prejudicial to the interest and

reputation of Bank would amount to breach of employment contract leading to initiation of appropriate action.

 

27. Non-Competition:  As by virtue of your position in the Bank, you will be privy to business sensitive, strategic and confidential

information of the Bank, you will need to agree that during the term of your service with the Bank, you shall not be entitled to directly

or indirectly, run, operate, control, be employed by or provide any services to any competitor of the Bank in India or elsewhere.  During

the term of your service with the Bank, you shall under no circumstances be employed in or work for or operate or participate, either

directly orindirectly, in a business which is directly or indirectly in the same line of business with any Bank / Financial Institution.

 

28. In the event of cessation of your services in future, due to any reason whatsoever, you shall, for a period of 6 months from the

date of such cessation, directly or indirectly ,either your own accord or in conjunction with any other person(s) or organization

refrain/desist from canvassing or oliciting or attempting to or inducing any employee(s)/business associates to leave their current

employment with the Bank to join the services of your new employer/organization or any other competitor of Bank. Any  such act in

contravention of the above provision shall entail initiation of appropriate action as deemed  fit by Bank.

 

29. Please note that while joining the services of the Bank  and during the term of employment with Bank, you would be required to

notify the Bank   immediately with the details of civil or criminal cases instituted against you in any court of law or any complaint /

show cause notice/prosecution with/by any police station or by any statutory authority, as also you will notify any outcome of such

complaint like filing of chargesheet/arrest/conviction/acquittal/discharge. Any act in breach of this term would entail inititation of
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 appropriate action as deemed fit by Bank.

 

 
 
 
30. The Bank expects resolution of issues relating to your employment, if any, within the framework internally, at all times during your

service period and even after cessation of service due to any reason whatsoever. Please note that any attempt to bring any outside

influence – directly or indirectly – upon any authority to further your interest(s)  in respect of matters pertaining to your services with

Bank would breach of employment contract leading to initiation of appropriate action. 

 

31. During the Bank’s employment term, you will not indulge in acts of commission/omission which maybe prejudicial to the interests of

the Bank or any act of dishonesty, disobedience, insubordination or any other misconduct or neglect of duty or incompetence in the

discharge of duty on your part.  

 
32. You will abide by the policies, rules and regulations and internal guidelines of the Bank, which are in force, and any additions and /

or alterations that may be made thereto from time to time, by the Management.

 
33. At the sole discretion of the Bank, your services are liable to be terminated without any notice or salary in lieu thereof in the event

of your involvement in any serious misconduct, misdemeanor, or any offence which may or may not be directly connected with the

business of the Bank.

 

34. Dress Code: You shall always maintain a business like formal dress code and appearance, in tune with the policy / norms of the

Bank.

 

35. You will be bound by the instruction / guidelines/ circulars issued by the Bank, RBI and regulators from time to time.

      You will keep Bank informed of any change in your residential address/contact details.

 

Acceptance of the Offer Letter

 

36. If you are agreeable to the terms and conditions of this Offer letter, please accept the same through your account on career portal.

 

37. We look forward to your joining Team CSB.

 

Thanking you, 

Yours Sincerely,

 

 

 (Vastav Pandya)

Human Resources

For CSB Bank
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 APPENDIX – A

 

Compensation and Benefits

Name:  Ritesh Isapure 

Designation: Business Development Executive - CASA - Pune  

 

 Notes:

(a) *Bonus includes statutory bonus, if any, as applicable as per policy

(b) The incentive/ Performance bonus will be entitled, as applicable for the post, as per the policy of the Bank  

(c) CCA will be based on the place of posting 

(d) Gratuity will be paid as per Gratuity Act 1972

(e) Professional Tax, Income Tax, and other deductions will be made as per statute.

(f) You will be covered under medical insurance as per Bank policy

(Vastav Pandya)

Human Resources

For CSB Bank

 

 

Pay Component Monthly Amount Annual Amount

CTC

Gross Salary 19792 237500

Basic & DA 10416 125000

HRA 5209 62500

Conveyance 250 3000

Education Allowance 200 2400

Bonus 1500 18000

Medical Allowance 250 3000

Canteen Allowance 250 3000

Special Allowance 1404 16850

CCA 313 3750

Retirals 1041 12500

NPS (10% of Basic Pay) 1041 12500

Total (Retiring Benefits) 1042 12500

Total CTC 20833 250000

Total CTC 20833 250000
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Letter of Intent (LOI)
  

Superset ID: 2168779
 
March 21, 2022
 
Dear Affaf Faizullah Shaikh,
 
This LOI refers to your application for employment with Cognizant Technology Solutions India Private Limited ("Cognizant")
 and subsequent discussions. Basis the information and representation provided by you, we are pleased to inform you that
we have found you suitable for the role you applied and your designation will be Programmer Trainee. Upon final scrutiny,
a formal Offer Letter with the compensation, terms and conditions, rules, regulations & policies ("Employment Agreement")
will be issued.
 
Your annual total remuneration will be INR 252,000/-. This includes an annual incentive target of INR 12,000/-. This amount
may vary depending on individual and Cognizant's performance. The detailed information on compensation and benefits will
be provided in your Offer Letter.
 
This LOI expresses only our intent to enter into a definitive Employment Agreement, subject to completion of all hiring
formalities and procedures. This document does not confer any rights or obligations upon you and Cognizant, and as such
does not constitute any contractually binding relationship between you and Cognizant.
 
This LOI from Cognizant is valid for 1 week from the date of the LOI. Hence, you are requested to accept or decline the LOI
within 1 week from the date of the LOI. In case we do not receive any response from your end within the aforementioned
time period, this LOI shall stand withdrawn, and will be considered as void. Any extension to the LOI validity will be at the
sole discretion of Cognizant. Please note that this LOI is not deemed to be considered for purposes of joining Cognizant. For
all onboarding formalities, the definitive Employment Agreement is required.
  
For further queries, related to Letter of Intent (LOI), please raise a request by clicking "Raise a Query" button in the below
link. 
Use Superset ID as Candidate ID and choose Category as Letter of Intent (LOI). 
 
https://campus2cognizant.cognizant.com/Pages/Prelogin
  
Thank you for the interest and stay tuned to hear from us.
 
Yours sincerely,
 
For Cognizant Technology Solutions India Pvt. Ltd.
 
Maya Sreekumar
 
Vice President - Human Resources
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19-May-2022
 
Dear Bilal A Rahiman Mogal,
B.Sc, Science
Sangameshwar College, Solapur
 
Candidate ID – 21332293
 
Thank you for exploring career opportunities with Cognizant Technology Solutions India Private
Limited ("Cognizant").You have successfully cleared our initial selection process and we are pleased to
make you an offer of employment. This offer is based on your profile and performance in the selection
process.
 
You have been selected for the position of Programmer Trainee.
 
During your probation period of 12 months, which includes your training program, you will be entitled to an
Annual Total Remuneration (ATR) of INR 252,000/-. This includes an annual target incentive of INR 12,000
/- as well as Cognizant's contribution of INR 19,500/- towards benefits such as Medical, Accident and Life
Insurance. The incentive amount may vary, depending on Cognizant's performance and your performance.
The other details about your compensation are detailed in Compensation and Benefits. Your
compensation is highly confidential and if the need arises, you may discuss it only with your Manager.
 
On successful completion of the probation period, clearing the required training assessments and subject
to you being part of a delivery project, your Annual Total Remuneration (ATR) would stand revised to INR
Rs.284,111/-. This includes an annual target incentive of INR 12,000/- as well as Cognizant's contribution
of INR 19,500/- towards benefits such as Medical, Accident and Life Insurance, as applicable.
    
Your appointment will be governed by the terms and conditions of employment as presented in
Employment Agreement. You will also be governed by the other rules, regulations and practices in vogue
and those that may change from time to time.
 
This offer of employment is subject to your fulfillment of other pre-requirements as detailed in this letter and
other communications shared with you.
 
Please note:
 
1. This appointment is subject to satisfactory professional reference checks and you securing a minimum
of 60% aggregate (all subjects taken into consideration) with no standing arrears in your Graduation/Post-
Graduation.
 
This offer from Cognizant is valid for only 15 days and hence you are expected to accept or decline the
offer through the company's online portal within this time-period. In case we do not receive any response
from you within this time-period, this Offer shall stand withdrawn and will be considered as void. Any
extension to the offer validity will be at the sole discretion of Cognizant
 
2. Prior to commencing employment with Cognizant you must provide Cognizant with evidence of your
right to work in India and other such documents as Cognizant may request.
 
3. Prior to joining Cognizant, you must successfully complete the prescribed Internship or Continuous Skill
Development (CSD) program (If offered to you) as detailed below:
 
At Cognizant, we invest in skill and capability development of our campus selects even before they join us.
This is through Cognizant Internship and Continuous Skill Development (CSD) program. These programs
focuses primarily on technical skills development. You could enroll in either of these as per your college
processes while in the final semester and continue with skill building until you join Cognizant. This forms a
critical part of your employment with Cognizant. Your onboarding with Cognizant would be prioritized
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based on the successful completion of same. In event of non-completion of the Internship or Continuous
Skill Development program, Cognizant may at its sole discretion revoke this offer of employment.
 
3.1 Cognizant Internship (If offered to you):
 
Successful completion of Cognizant Internship (if offered to you), which is a pre-requisite skill and
capability development program will form a critical part of your employment with Cognizant.
 
3.2 Continuous Skill Development (CSD) Program (If offered to you):
 
a) CSD program is offered through a platform based engagement model combined with integrated skill
assessment and certifications as the CSD program completion criteria. Upon meeting the completion
criteria of the CSD program, enrolled candidates would be eligible for a one-time Cognizant CSD rewards
post joining Cognizant. The Cognizant CSD reward details would be provided after your enrollment into the
program.
 
b) There would be zero tolerance to malpractices and misconduct during Internship and CSD engagement.
Any such misconduct would lead to appropriate disciplinary action including the revocation of this
employment offer. Cognizant reserves clauses regarding IT infrastructure, if applicable and access to
information and material of Cognizant during the period and could modify or amend the Cognizant
Internship and CSD program terms and conditions from time to time.
 
4. Training - Post Joining Cognizant:
  
Upon successful completion of Internship program (If offered to you), one of the below options would be
followed based on business demands.
   
a) You could be onboarded directly to business without any additional training.
b) You could be deployed into a formal training based on business specific skill track and it can be used as
basis towards your allocation to projects/roles.
c) You could be onboarded directly to business and be given on-the- job training, specific to their project or
business needs.
 
We look forward to you joining us. Should you have any further questions or clarifications, please log into
https://campus2Cognizant.cognizant.com
 
Yours sincerely,
For Cognizant Technology Solutions India Pvt. Ltd.

Maya Sreekumar
Vice President – Human Resources
 
I have read the offer, understood and accept the above mentioned terms and conditions.
 
Signature:                                                                            Date:

https://campus2Cognizant.cognizant.com
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                                                 Compensation and Benefits

Name: Bilal Mogal Designation: Programmer Trainee

Sl. No. Description Monthly Yearly

1 Basic 6500 78,000

2 HRA* 2600 31,200

3 Company's contribution of PF # 1476 17,712

4 Advance Statutory Bonus*** 2000 24,000

5 Special Allowance* 5330 63,960

6 Company's Contribution of ESI @ 3.25% of Monthly Gross 
minus statutory exclusions

469 5,628

Annual Gross Compensation 220,500

Incentive Indication (per annum)** 12,000

Annual Total Compensation 232,500

Company's contribution towards benefits (Medical, Accident
and Life Insurance) 19,500

Annual Total Remuneration 252,000

 
Note: The Insurance amount may vary subject to market conditions from time to time.
 
As an associate you are also entitled to the following additional benefits:
 
• Floating Medical Insurance Coverage
• Round the Clock Group Personal Accident Insurance coverage
• Group Term Life Insurance
• Employees' Compensation Insurance benefit as per the Employees' Compensation Act, 2010
• Gratuity, on separation after 4 years and 240 calendar days of continuous service, payable as per
Payment of Gratuity Act
  
Leave & Vacation:
 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as per your eligibility
in line with the statutory requirements. You shall be entitled to avail the leaves only with prior approval from
your Manager
  

SI No Category of Leave No. of leave days

1 Earned Leave 18

2 Sick Leave 12

3 Casual Leave 6

  
• From date of joining, women associates will be entitled to maternity leave based on eligibility as specified
in the Maternity Benefit Act
• In addition to the above, as per Cognizant policy, you are eligible for child adoption leave and paternity
leave by adhering to the conditions as specified in the Cognizant India Leave policy
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Provident Fund Wages:
  
• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI Scheme, PF Wages
shall be Monthly Gross Salary as per Annexure A of this letter excluding "Advance Statutory Bonus" &
"House Rent Allowance" will be considered. This does not include payments made through "Special
Payout". 
• Determination of PF Wages for the purpose of contribution: PF contribution shall be payable on the
earned PF wages or PF wages as per this letter, whichever is lesser
 
Employees State Insurance:
 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, Employer PF & ESI
contribution from the monthly Gross Compensation (AGC/12) as per Annexure A of this letter.
• Monthly ESI contribution will be computed on total remuneration paid to an Associate in a particular
month which includes any recurring (or) adhoc special payouts during the month.
• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if the Associate
contributes even for one month in the said contribution period.
 
* Flexible Benefit Plan: Your compensation has been structured to ensure that you are adequately
empowered to apportion components of your salary in a manner that suits you the best. This plan will
enable you to
1. Choose from a bouquet of allowance or benefits
2. Redefine your salary structure within prescribed guidelines
3. Optimize your earnings
 
** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms described herein. 
The incentive program is discretionary, subject to change, and based on individual and company
performance.  It is prorated to the duration spent with Cognizant India for the calendar year and will be paid
to you only if you are active on Cognizant's payroll on the day of incentive payout.
 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 1965.
 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar statutory benefits will
result in a change in the Net take home salary and the Annual Gross Compensation will remain the same.
Cognizant has made this offer in good faith after expending significant time and resources in the hiring
process. We hope you will join us, but appreciate your right to pursue another path. Your formal
commitment to joining us forms the basis of further planning and client communication at Cognizant. If you
renege on the commitment and decide not to join us after signing the offer letter, Cognizant reserves the
right to not consider you for future career opportunities in the company. We look forward to welcoming you
to Cognizant.
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Employment Agreement – Cognizant Technology Solutions India Private Limited
 
 
This Employment Agreement ("Agreement") is made effective as of ______________________between:
 
Cognizant Technology Solutions India Private Limited, a company incorporated under the Companies Act,
1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old Mahabalipuram Road, Chennai -
600096, Tamil Nadu, India; (hereinafter referred to as "Company" or "Cognizant" which expression shall
unless repugnant to the context or meaning thereof, be deemed to mean and include its successors and
assigns) of the ONE PART;
 
AND
 
Bilal A Rahiman Mogal, 20, residing at ____________________________________ (hereinafter referred
to as "you", "your" or "yourself", which expression shall unless repugnant to the context or meaning thereof,
be deemed to mean and include his/her heirs, executors and administrators) of the OTHER PART.
 
The Company and you are, wherever the context so requires, hereinafter collectively referred to as the
"Parties" and individually as "Party".
 
RECITAL:
 
WHEREAS, you desire to be employed by the Company and the Company has made an employment offer
("Employment Offer Letter") to you and in pursuance thereof desires to employ you on the terms and
conditions set forth below.
 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions set forth herein,
the Parties hereto mutually agree to the below mentioned terms and conditions governing your
employment with Cognizant:
 
1. Duties and Responsibilities
 
a. You agree that at all times during your employment with Cognizant, you will faithfully, industriously, and
to the best of your skill, ability, experience and talent, perform any and all of the duties required of your
position. In carrying out these duties and responsibilities, you shall comply with all policies, procedures,
rules and regulations, both written and oral, as are announced or implemented by the Company from time
to time, and shall honour and comply with all rules and statutory requirements under applicable law as
amended from time to time, in letter and spirit.
b. Your unprofessional behavior or misconduct in violation of Cognizant's Code of Business Ethics and/or
other organizational policies shall entitle the Company to take appropriate disciplinary action(s) including
termination of your employment.
c. You shall, at all times, maintain satisfactory performance and upskill yourself in accordance with the
business requirements of the Company. Unsatisfactory or poor performance shall entitle Company to take
appropriate disciplinary action(s) including termination of your employment.
 
2. Place of Employment
 
You will be employed at any one of Cognizant's offices as per business requirement. The Company
reserves the right to transfer you on a temporary or permanent basis to the other office locations, functions
or departments within the Company and/or other affiliated entities and assign such other duties as may be
deemed fit in the interest of the Company. The Company also reserves the right to require you to work
remotely from time to time as per business needs or government mandate.
 
3. No Alternate Employment, No Conflict, Etc.
 
During your employment with the Company, you shall not, without the Company's prior written consent,
directly or indirectly employ or engage with any other person, business or entity, whether or not for any
gain or profit, irrespective of whether it is during or outside your hours of work in the Company.
Additionally, you are not allowed to undertake any other gainful employment, engagement, business,
assume any public office or private office, honorary or remunerative position, without prior written
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permission of the Company. During your employment with the Company, you shall not directly or indirectly
engage in any conduct in conflict with or averse to the best interests of the Company, as determined by the
Company at its sole discretion. In addition, you shall not disclose, divulge or bring on to Cognizant's
systems or offices, your prior employer's and/or their clients' proprietary or confidential information, or
violate any agreement or obligations that you have with them. 
4. Confidentiality 
a. During the course of your employment with the Company, you shall have access to information and/or
documents of the Company, its affiliates, its clients or certain third parties' (with which the Company has
any dealings), which information and/or documents are private, business sensitive, confidential and/or
proprietary (together, the "Confidential Information"). You are obliged to keep the Confidential Information
as secret and must not, without prior and specific written permission from the Company, disclose any such
information, received from whatever source and however you may learn it, to any person or third party.
b. Any breach of your confidentiality obligations as specified above may be a cause for termination of your
employment with the Company, besides the Company's entitlement to initiate legal action against you for
such breach. The obligations imposed upon you under this clause 5 will survive even after cessation of
your employment with the Company.
c. You shall not take copies of any Confidential Information for your own purposes without prior permission
of the Company and forthwith upon termination of your employment with the Company, you shall return to
the Company all such copies of Confidential Information including but not limited to documents, records
and accounts in any form (including electronic, mechanical, photographic & optical recording) relating to
matters concerning the business or dealings or affairs of the Company. 
d. You shall not, during your employment with the Company and at all times thereafter, do or say anything
that may cause direct or indirect damage to the business of the Company, its affiliates or their clients.
e. You shall be governed by Cognizant's Social Media Policy and shall, at all times, refrain from posting
potentially malicious, libelous, obscene, political, anti-social, abusive, and threatening messages or
disparaging clients, associates, competitors, or suppliers or any third parties.
f. You will not make any false, defamatory or disparaging statements about Cognizant, its clients, or any
other employees or directors, irrespective of whether any such statements are likely to cause damage to
any such entity or person.
g. The Company reserves the right to require you to sign confidentiality and non-disclosure agreements
with any clients on whose project you are being assigned on behalf of the Company.
 
5. Data Protection
 
By signing below,
 
a. you hereby provide your consent to Cognizant, its affiliates and their clients for the holding and
processing of your personal data for all purposes of the administration and management of your
employment and/or the Company's business,
b. you hereby provide your consent to your personal data including any sensitive personal data or
information being collected and the same being transferred, stored and/or processed by Cognizant in India
and any other countries where Cognizant, its affiliates and their clients have offices,
c. you agree that Cognizant and its affiliates may make such data available to its advisors, service
providers, other agencies such as pension providers, medical, insurance providers, payroll administrators,
background verification agencies and regulatory authorities,
d. you have the right to amend, modify or alter your personal information. The Company will exercise all
reasonable diligence for safeguarding your personal information, as has been disclosed by you. It is
clarified that the obligation will not be applicable in case of legally required disclosures, and
e. you acknowledge and agree that Company may, in the course of its business, be required to disclose
personal data relating to you, after the end of your employment to any group/statutory bodies/authorities as
required under applicable law/requirements.
 
6. Work Schedule
 
a. The Company's normal working hours shall typically comprise of nine (9) hours per day, exclusive of any
applicable break, subject to the limit of daily working hours, as prescribed by the applicable laws. The
Company may require you to work for extended working hours/days including weekends, depending on the
project requirements, business exigencies and/or for conscientious and complete performance of your
duties and responsibilities towards the Company, subject to the limit of working hours as prescribed by the
applicable laws. Any changes made to the Company's working hours shall be notified to you.
b. The Company may, at its discretion, vary the normal working hours or days for any employee or class of
employees or for all the employees based on project requirements, Company policies and prevailing laws,
as may be applicable from time to time/in consonance with any applicable laws for the time being in force.
Any changes to be made to the above work timings or days shall be made by the Company at its sole
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discretion and notified to you in advance.
c. The Company may also require you to work on a shift basis. The shifts may be scheduled across 24
hours a day, 7 days a week and 365 days a year. The shift timings may change from time to time as per
any Company policy and which will be notified to you in advance.
d. Your office timings shall be monitored by the Company through appropriate systems & processes, as
updated from time to time and you shall ensure compliance to the processes and policies at all times.
 
7. Background Check
 
Your employment with Cognizant is conditional and subject to satisfactory background and reference
check in line with the Company's policy. An independent agency may conduct internal and external
background checks, for which you provide your consent. The Company's offer of employment and/or
continued employment is subject to satisfactory background verification report. 
 
The Company shall be entitled to withdraw its employment offer if the background verification checks
reveal unfavorable results at any time. Similarly, in case if your background verification report is found to
be unfavorable or unsuccessful after you joining the Company, then the Company reserves the right to
terminate your employment immediately.
 
8. Compliance with Company Policies
 
As a condition of employment with the Company and as part of your joining formalities, you are required to
comply or execute the following Company agreement and attest your understanding and adherence to
following Company policies:
 
i. IP Assignment Agreement 
ii. The Code of Business Ethics
iii. Acceptable Use Policy and Social Media Policy
iv. Dress Code Policy
 
Additionally, you will also be governed by other applicable Company rules, processes, procedures and
policies as may be drafted, enforced, amended and/or altered from time to time and which are not
specifically mentioned in this Agreement. The applicable rules/ processes/ procedures/ policies are
available on the Company's intranet and you are expected to go through the same carefully as a condition
of your employment. For any clarification in relation to applicable policies, guidelines, processes, please
reach out to your HR Talent Manager. It is your responsibility to keep yourself informed of any and all
changes made by the Company to such policies from time to time. If at any time during your employment
with the Company, you are found in violation of any applicable rules, processes, procedures or policies of
the Company, the Company reserves the right to take disciplinary action against you, including termination
your employment without notice period.
 
9. Non-Compete and Non-Solicit Restrictions
 
During the term of your employment with Cognizant and until two (2) years after the termination of such
employment, you will not directly or indirectly, either as an individual on your own account or as a partner,
employee, consultant, advisor, agent, contractor, director, trustee, committee member, office bearer, or
shareholder (or in a similar capacity or function), (a) solicit, attempt to solicit, contact or otherwise
encourage any employee to leave the Company's employment, (b) solicit business from competitor(s) or
client(s) of the Company or (c) be employed or engaged with any competitor(s), or (d) be employed or
engaged with any client(s) of the Company with whom you have interacted or worked in a professional
capacity representing the Company during the six (6) months preceding the date of termination of your
employment.
 
10. Representations and Warranties 
 
By signing below,
 
a. you warrant that your employment with the Company does not and will not violate or otherwise conflict
with any agreement (oral or otherwise) to which you are or have been a party and that you possess all the
requisite permits, work visas and clearances to be able to lawfully and rightfully employed in India with the
Company under the terms of this Agreement;
b. you warrant that you have satisfactorily completed all of your obligations under any employment contract
or other contract or agreement with any company(ies), person(s) or entity(ies) that previously employed or
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contracted with you and that any previous employment contract and/or relationships have terminated
and/or expired prior to the effective start date of your employment at the Company and you have all the
requisite power and authority, and do not require the consent of any third party to be employed with the
Company;
c. you represent and warrant that you shall not bring into Company premises or systems (or use in any
manner) any third-party documents (regardless of media) or materials (including but not limited to
proprietary information or trade secrets), or any such documents or materials of your previous employer,
without written permissions/approvals from such previous employer or third parties; and
d. you represent that unless authorized by the Company in writing, you shall not sign any contract or
agreement that binds the Company or creates any obligation (financial or otherwise) upon the Company.
 
11. Indemnity
 
You agree to indemnify and hold harmless the Company and its affiliates from and against any and all
direct or indirect losses or damages, injury or liability for a claim of damage, loss or injury to person or
property, suffered or sustained by Company and its affiliates which is attributable to you, resulting from any
of your act or omission irrespective of whether it constitutes a breach of the terms of your employment or
negligent performance of your duties as expected from you while in employment of the Company.
 
12. Business Engagement, Learning and Development and Project Deployment
 
In order to ensure that you are fully equipped to adapt to the demanding needs of our clients, the Company
has several policies and processes relating to deployment of employees to projects, Career Architecture
program, performance evaluation, learning and development/trainings and avenues of up-skilling. As a
condition of your employment with the Company, you are responsible for upskilling yourself to make
yourself eligible for appropriate business/client projects, thereby promoting the spirit of meritocracy and
career development with the goal of providing world-class services to our clients. Therefore, you shall
adhere to and meet the obligations under all such policies and processes, including the Associate
Deployment Pool Policy and those that may be changed by the Company from time to time.
 
13. Unauthorized Absence
 
If you are absent from work for a continuous period of 3 days or as prescribed by applicable laws, without
the prior written consent from your approving authority, it will be construed that you have voluntarily
abandoned your employment with the Company. The Company shall be entitled to take appropriate
disciplinary action(s) against you as per the Company's Job Abandonment Policy.
 
14. Retirement
 
You will automatically retire from employment with the Company on the last day of the month in which you
attain the age of fifty-eight (58) years. It is hereby clarified that the Company reserves its right to change
the retirement age at its sole discretion.
 
15. Termination of Employment
 
a. The Company may terminate your employment at any time with or without assigning any reasons by
providing 90 days' advance notice to you by paying you pro rata salary in lieu of any notice or balance
notice period. You may resign or terminate your employment with the Company by providing 90 days'
advance notice to the Company. When you serve notice to resign from the employment of the Company,
the Company may at its sole discretion, allow you to pay salary in lieu for the notice period; and/or adjust
the vacation accumulated towards part of the notice period. 
b. Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its sole discretion,
suspend, lay off, dismiss, discharge and/or terminate your employment with immediate effect by a notice in
writing (without any notice period or salary in lieu of any notice period) in the event of your: 
• Misconduct, as provided in Misconduct and Disciplinary Action Policy
• Non-adherence to Associate Deployment Pool Policy
• Violation of Social Media Policy or Conflict of Interest Policy
• Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage to the Company'
s asset/property or reputation 
• Insubordination or failure to comply with the directions given to you by persons so authorized 
• Insolvency or conviction for any offence involving moral turpitude 
• Breach of any terms or conditions of the Agreement and/or Company's policies or other documents or
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directions of the Company 
• Violation of non-disparagement obligations
• Conduct, which is regarded by the Company as prejudicial to its own interests or to the interests of its
client.
 
16. Deputation, Assignment and Transfer
 
The Company may second, depute or assign you to work with any of its affiliates or transfer your services
to any group company worldwide. On any such secondment, deputation, assignment or transfer of your
employment, the Company and/or affiliate may require you to sign the applicable Overseas Deputation /
International Employment Agreement(s) of the specific country, based on the policies of the Company. 
 
17. Survival
 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to survive, shall all
survive the termination of your employment (for any reason) and shall continue to apply to you even after
cessation of your employment with the Company.
 
18. Dispute Resolution and Governing law
 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or controversy
("Dispute") arising out of, or in relation to, this Agreement, including any Dispute with respect to the
existence or validity hereof, the interpretation hereof, or the breach hereof. This Agreement and your
employment with the Company shall be governed and interpreted in accordance to the laws of India and
the courts in Chennai only shall have exclusive jurisdiction over any Dispute. Notwithstanding the
aforesaid, the Company shall be entitled, in addition to all other remedies, to any interim relief including but
not limited to an injunction, whether interlocutory or preliminary, restraining any breach of the provisions of
this Agreement.
 
19. General
 
This Agreement and your employment is personal to you and you cannot assign, subcontract or transfer
your rights or obligations hereunder to any other person or entity. No delay or failure by Company to
exercise any of its powers, rights or remedies under this Agreement or otherwise will operate as a waiver
of such powers, rights or remedies. If any provision of this Agreement is held by any competent authority to
be invalid or unenforceable, the validity of the other remaining provisions of the Agreement shall not be
affected. You shall not make any announcement concerning Company, its affiliates and their employees,
contractors or clients without Company's prior written consent and you shall not use or disclose the name,
trademark, domain name, service mark, logo or any other intellectual property of Company and its affiliates
and their employees, contractors or clients.
 
This Agreement, together with the agreements and policies of the Company, Employment Offer Letter (and
any attachments thereto, are the exclusive and entire agreement between the Parties relating to its subject
matter, and supersedes all prior and contemporaneous discussions, agreements, negotiations,
representations, and proposals relating to the subject matter hereof.
 
You shall be required to treat the terms of this Agreement as strictly confidential. The Company reserves
the sole right to change any terms or conditions provided in this Agreement based on applicable laws or
business exigencies.
 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of the day and year
first above written.
 
Cognizant Technology Solutions India Private Limited       Bilal A Rahiman Mogal
 
Sign: __________________                                                      Sign: _________________
Name:                                                                                         Date:



 

 
 
 
 

Letter of Intent (LOI)
  

Superset ID: 2163782
 
March 21, 2022
 
Dear Al Sajid Bashir Belif,
 
This LOI refers to your application for employment with Cognizant Technology Solutions India Private Limited ("Cognizant")
 and subsequent discussions. Basis the information and representation provided by you, we are pleased to inform you that
we have found you suitable for the role you applied and your designation will be Programmer Trainee. Upon final scrutiny,
a formal Offer Letter with the compensation, terms and conditions, rules, regulations & policies ("Employment Agreement")
will be issued.
 
Your annual total remuneration will be INR 252,000/-. This includes an annual incentive target of INR 12,000/-. This amount
may vary depending on individual and Cognizant's performance. The detailed information on compensation and benefits will
be provided in your Offer Letter.
 
This LOI expresses only our intent to enter into a definitive Employment Agreement, subject to completion of all hiring
formalities and procedures. This document does not confer any rights or obligations upon you and Cognizant, and as such
does not constitute any contractually binding relationship between you and Cognizant.
 
This LOI from Cognizant is valid for 1 week from the date of the LOI. Hence, you are requested to accept or decline the LOI
within 1 week from the date of the LOI. In case we do not receive any response from your end within the aforementioned
time period, this LOI shall stand withdrawn, and will be considered as void. Any extension to the LOI validity will be at the
sole discretion of Cognizant. Please note that this LOI is not deemed to be considered for purposes of joining Cognizant. For
all onboarding formalities, the definitive Employment Agreement is required.
  
For further queries, related to Letter of Intent (LOI), please raise a request by clicking "Raise a Query" button in the below
link. 
Use Superset ID as Candidate ID and choose Category as Letter of Intent (LOI). 
 
https://campus2cognizant.cognizant.com/Pages/Prelogin
  
Thank you for the interest and stay tuned to hear from us.
 
Yours sincerely,
 
For Cognizant Technology Solutions India Pvt. Ltd.
 
Maya Sreekumar
 
Vice President - Human Resources
 



 

Appristine Technologies Private Limited 

Address: 1283, Tumma 
Corner,   Bhadrawati Peth 
Chowk, Near Sai Temple, 
Solapur Maharashtra: 413005 
Tel: (+91) 9860274142 
www.appristine.com 

OFFER LETTER 

Dear Samarth Patki, 

We are pleased to offer you the position of Python Developer on terms and conditions, which 
have been mutually discussed and agreed upon. 

Your Annual Total Employment Cost to the Company will be INR 144,000/- (One Lac Forty 
Four Thousand Rupees Only) 

Your appointment will be effective on your joining date, 1st August 2022 you are required to 
contact us immediately if you need an alternative joining date. Further, any change of 
joining date must be sent for confirmation over a mail to shekhar@appristine.com 

On joining the company you shall be on probation for six months. You will abide by the rules 
and regulations of the company as may be in force from time to time. We welcome you 
aboard and the detailed appointment letter will be given to you at the time of joining. We 
expect you to join on or before 1st August 2022, in line with discussion with you, otherwise 
this offer will stand withdrawn automatically. 

The company looks for long – term association with all its employees and expects the same 
from you. 

Once again, we are happy to welcome you to Appristine Technology Pvt. Ltd!! 

Thank you. 
[Appristine Technologies Pvt Ltd]   
Chandrashekhar Tadka 

https://www.google.com/search?client=ubuntu&hs=Y3&channel=fs&q=11cowork+address&stick=H4sIAAAAAAAAAOPgE-LVT9c3NEzLyys2TLIw1JLNTrbSz8lPTizJzM-DM6wSU1KKUouLF7EKGBom55fnF2UrQIUAMP6hUUMAAAA&ludocid=9372076888745226766&sa=X&ved=2ahUKEwj0n-S3pZTvAhVm8HMBHR3cAx8Q6BMwF3oECCsQAg
http://www.appristine.com/
mailto:shekhar@appristine.com


31-October-22

Sub: Offer of Employment

Dear Onkar

Thank you for investing your time to pursue an opportunity with Intouch Consumer Care Solutions Pvt.
Ltd.

We are delighted to offer you an employment opportunity as a Software Developer with Intouch
Consumer Care Pvt. Ltd.

This offer is valid for 3 working days from the date mentioned above.
You will be on Probation for a period of 2 months from the date of joining.

Following are the terms and conditions connected with your employment:

1. Compensation & Benefits:
Your salary and benefits plan are as mentioned below. Details of the employee benefit plans as in
force from time to time are subject to the rules of the relevant scheme as amended by the Company
from time to time. All payments made pursuant to this agreement or any bonus plan or otherwise
will be subject to the deduction of tax at source as applicable

● CTC – INR 2.61L/- per annum.

You are expected to treat this information and any changes made therein from time to time as
personal and confidential.

2. Work location

Your place of work will be Pune.
You may be required to work in other offices and locations from time to time

You may also be transferred temporarily or permanently to any divisions, subsidiaries or associate
companies or client-owned Global Operations centers or Client Transferred Global Operations
centers within or outside India (Whether now existing or still to be formed). In such a case, you will
be governed by the terms and conditions of service as applicable to the new assignment.

3. Date of Joining

Your date of joining should be 01-November-22. If you are unable to join by this date please contact
your recruiter immediately.



4. Confidentiality

You are required to maintain total confidentiality as regards the contents of this letter and you
should not disclose the same to anybody. The Company has appointed you based upon your
background, experience, general skills, and abilities and not because of your knowledge of your
current employer’s or any previous employer’s trade secrets or other company-specific information.
In this regard, you should also be extremely careful not to bring to the Company any documents or
other materials in tangible form belonging to or acquired from any current or prior employer.

5. Previous Employment:
If you are employed, you are expected to join the Company only after your present employer
formally relieves you. You are required to submit the relieving letter from your present employer to
the Company. The Company will not be liable for any consequences arising out of any of your
previous employments. You hereby agree that you are not subject to any terms or conditions
(whether contractual or otherwise) which restrict or may restrict your ability to carry out your duties
for the Company or any Group Company.

6. Background Check
As a policy, the Company conducts background checks on all new employees. This appointment is
contingent upon the Company receiving satisfactory results from a Background Check, which shall
include without limitation - interviewing past and current employers and verifying education
transcripts. For business requirements, you may also be required to undergo a criminal check. The
Company shall have the right to terminate your services without notice or payment in lieu of notice
if the information provided by you at the time of the interview or as part of your application or
resume is found to be false or misrepresented.

7. Working Days, Holidays, and Leave

Working Hours:
Your working hours will be 45 per week Monday through Friday when in the Pune office, although
you may be required to work at such other times as may be necessary for the proper performance of
your duties.  Your daily working hours, holidays, and leave shall be as per the Company policy and
amended from time to time.

The company expects employees to be physically present at the designated places of work between
10 AM and 7 PM on all working days.  In case you are transferred temporarily or permanently to any
of the divisions, subsidiaries or associate companies or client-owned Global Operations centers or
Client Transferred Global Operations centers within or outside India (Whether now existing or still to
be formed), you will be governed by the terms and conditions of service as applicable to the new
assignment.

Full-time employment:



Your position is whole-time employment and you shall devote yourself exclusively to the business of
the Company. You will not take up any other work part-time or otherwise or work in an advisory
capacity or be interested directly or indirectly in any other trade or business without the prior
consent in writing from the Company during your employment with the Company.  The Company
reserves the right to alter or allocate different responsibilities to you from time to time depending on
the business needs of the Company.

Holidays & Leaves
The employee is eligible for 10 days of paid vacation during each year of service. A year is defined as
a period starting from your joining date till the next anniversary. The vacation will be contingent
upon prior approval from Intouch Management. The Vacation cannot be carried forward to
subsequent years unless approved by Intouch Management.

The employee will not be expected to work on the Company specified list of national holidays. A list
of such national holidays will be provided.

8. Code of Conduct
You are expected to operate with the highest degree of initiative, economy, efficiency, and
responsibility. You will at all times act bearing in mind the best interests of the company and will at
no time, do or say anything which compromises the company’s goals or reputation.

The Company’s standards of conduct and value system should be complied with at all times. If at
any time you are found violating these standards of conduct or value systems, termination of
services may be given without notice.

Further, if at any time it is found that you have made any false statement or produced false
documents, your services are liable to be terminated without notice.

9. Restrictive covenant
During the term of your employment and for 12 months thereafter, you will not directly or indirectly
solicit, deal with or contact the current or potential customers of the Company or any direct
Competitor of the Company or any Group Company.

10. Data Protection
The Company needs to collect, enter, process and store personal data regarding its employees within
the Group and to transfer such data to the centralized database.

a. By signing this agreement, you agree that personal data relating to you (including
sensitive personal data such as medical details) may be collected and held (in hard copy
and computer-readable form) and processed by the Company; and

b. Be disclosed to other employees of the Company and the Group, any other persons as
may be reasonably necessary (such as third-party benefit providers or administrators) or
as authorized by you; and as may otherwise be required or permitted by law.



This consent applies regardless of the country to which the data is to be transferred.

11. Notice of termination
a. Subject to the probation clause (applicable only if specified separately in this letter below),

you will be required to give at least 60 days written notice of termination to the Company.

The Company reserves the right to relieve you only at the end of the 60 days notice period.

If you are relieved of your duties before the expiration of your notice period the Company

will be entitled to recover from you as ‘salary in lieu of notice’, an amount equivalent to the

shortfall in the notice period, and/or to deduct such amount from any amounts which may

be payable to you by the Company.

b. The Company, at its sole discretion, shall be entitled to terminate your employment at any

time by giving you notice in writing if it has reasonable grounds to believe that there are

performance issues regarding your work or that you are found to be guilty of serious

misconduct.

c. During any period of notice you may be required by the Company, in its absolute discretion

not to contact its employees, customers, or suppliers, not to attend at your place of work at

any time, and not to perform any duties for the Company or to perform only such duties,

specific projects or tasks as are assigned to you expressly by the Company, for such period

and at such place or places (including, without limitation, your home) as the Company

deems appropriate, provided that you will be entitled to receive full pay and benefits

(excluding any bonus or commission payments) during such period. For the avoidance of

doubt, you will remain the Company’s employee during any such period and may not carry

out any work for any third party.

d. The Company reserves the right to terminate your contract without notice, or pay in lieu of

notice, if, after a reasonable investigation, it has reasonable grounds to believe you are guilty

of serious misconduct.

12. Separation

On separation, (by retirement, resignation, or otherwise), you are required to immediately hand over

to the Company before you are relieved, all correspondence, specifications, formulae, books,

documents, or records, etc., belonging to the Company or relating to its business and shall not make

or retain any copies of these items. You will also return to the Company all the assets given to you

for official and/or personal use as per the various policies/schemes applicable to you as a part of

your Compensation & Benefits.

13. Applicable Law



This agreement shall be governed by and construed in accordance with Indian Law and the parties
submit to the non-exclusive jurisdiction of the Courts in Pune, Maharashtra, India.

14. Severability:
The various provisions and sub-provisions of this Agreement and its Annexes are severable and if
any provision or identifiable part thereof is held to be unenforceable by any court of competent
jurisdiction then such unenforceability shall not affect the enforceability of the remaining provisions
or identifiable parts thereof in this Agreement or its Annexes.

15. Salary Review:
Your salary will be reviewed as per the policy of the Company from time to time. The Company
believes in rewarding performance and hence increments will be rewarded on merit in accordance
with the Company’s policy in practice.

16. Responsibilities:
You are expected to perform effectively to ensure the achievement of required results and you will be
required to work under the supervision of such officers as directed by the Company from time to time.

17. Non-disclosure Agreement:

“Company” for all purposes shall mean Intouch Consumer Care Solutions Pvt. Ltd.

a) You shall not at any time, disclose to anyone any information, know-how, knowledge,
secrets, methods, plans, drawings, designs, etc. of the company. Also, you shall not take any
technical documents or information or copies thereof belonging to the company outside the
office unless specifically entrusted to you in writing.

b) You will not undertake the business of similar nature with any other company during the
period of your employment with this company.

c) If during the course of your employment with the Company, you are provided with any
Company assets, you shall maintain the same in good working condition and you shall return
the items to this Company prior to you ceasing to be in the employment of the Company.
Any dues to be paid to you on your ceasing to be in the employment is liable to be withheld
by the Company if the said items so provided by the Company are not returned to the
Company, apart from the Company’s right to proceed against you as per the provisions of
law.

d) You shall surrender all the records, correspondence, and such of the papers connected with
the business in the eventuality of your ceasing to be in the employment of this Company.

e) During your employment with the Company, you shall be subject to, and have to abide by,
the rules and regulations stipulated by the Company.  The Company may, at its discretion,
modify, from time to time, the rules and regulations, as it deems fit, without notice.



We request you to confirm your acceptance of this appointment by returning a copy of this letter duly
signed by you on all pages. If you have any questions please contact your Intouch point of contact or
write to the HR & Talent Acquisition team at igoyal@intouchrewards.com who will direct your questions
to the appropriate person within Intouch. We look forward to a mutually beneficial association with you.

You are required to submit to us the following at the time of your joining:

● SSC /Equivalent exam certificate
● HSC /Equivalent exam certificate
● Degree / Diploma certificate
● Additional qualification / Professional course details
● 2 Passport size photographs (self)
● 2 passport-size photographs of all dependents.
● Relieving / Resignation acceptance letter from the previous employer, if applicable
● Salary statement from the previous employer, if applicable
● Income Tax deduction certificate of the previous employer
● Experience letter of all previous employers
● Aadhaar card Xerox
● PAN card Xerox
● Passport Xerox
● PF account details, if applicable

Please carry original copies of all certificates/documents for verification.

Please ensure that you carry all the above at the time of joining. This would help us to make sure that
your induction into the company goes smoothly.

We are excited to have you on board with us quickly and welcome you to the Intouch family.

Kindly confirm your acceptance of the above conditions within three working days from the date of
issuing the letter, by signing and returning the duplicate copy of this letter.

Requested to join by 01-November-2022

Sincerely,

Ishan Goyal
Head – HR & Talent Acquisition
www.onintouch.com
+91 8888696744

mailto:igoyal@intouchrewards.com
http://www.onintouch.com


_____________________________________________________________________________

Acceptance by the recipient
I have read and understood all the terms and conditions contained in this letter and agree to abide by
the same. I am signing this document as a token of my having accepted employment with the company
and the terms and conditions set out in this letter.

Date: Signature:

Name :



ADP Private Limited
ONE West Building, Survey NO. 88/AA and 88/E, Nanakramguda Village,
Serilingampally Mandal, Ranga Reddy District, Hyderabad, Telangana - 500008
Ph: +91 40 6757 0000
adp.com

04 May, 2022
 
Ms. Pallavi B
3-5-1119/2, Reddy Colony,
Rajmohalla, Kachiguda,
Hyderabad 500027.
 
Dear Pallavi,
 
Congratulations! Subsequent to the discussions we had with you, we are pleased to extend an offer for you to be a part
of ADP. Please find the offer details below:
 
Position: Customer Service Representative
 
Grade: G1 L1
 
Start date: On or Before 04 July, 2022
 
Compensation: Gross Compensation of INR 300,008 (Rupees Three Lakhs and Eight Only) per year

including variable performance incentive linked to your performance, performance of your
business unit and ADP.

 
Probation & 
Notice Period:

You will be on probation for a period of six months from the date of your joining. During
this period, you will be entitled to all benefits as per ADP's policy & your employment with
the Company is terminable by serving a notice of sixty days on either side. On successful
completion of probation period, the notice period would be ninety days on either side.
ADP reserves the right to terminate your employment on the basis of, but not limited to,
non-adherence to ADP's Code of Conduct & Ethics and other related policies, non-
performance and elimination of the position per ADP's business needs.

 
Place of work: Your initial place of work will be Pune. However, your services are transferable and you

may be assigned, to any location in India or abroad where the Company or any one of its
associates or customers, conducts business.

 
Note: Please find the details of the terms and conditions of this offer attached. The details of which are strictly
confidential and should not be shared with anyone.

We wish you a long and successful career with ADP.

Sincerely,

_______________________________

Vipul Singh
(Divisional Vice President & Head of HR)

The Square, Survey No. 35, Hissa No.9+10+11+12, Nagar Road, Wadgaonsheri, Pune-411014, Ph: +91 20 6757 5444
CIN: U72200TG2015PTC101168 Page 1 of 5

Associate Signature: ________________________________



 

ADP Private Limited
ONE West Building, Survey NO. 88/AA and 88/E, Nanakramguda Village,
Serilingampally Mandal, Ranga Reddy District, Hyderabad, Telangana - 500008
Ph: +91 40 6757 0000
adp.com

Details of Compensation

Name : Pallavi B

Position : Customer Service Representative

Grade : G1 L1

A. Base Salary Monthly (INR)* Annual (INR)*

Basic Salary● 11,160     133,920    

House Rent Allowance● 4,554     54,648    

Flexible Benefits**● 2,232     26,784    

B. Bonus (20% of Basic Salary Paid Monthly) 2,232     26,784    

C. Standard Benefits

Provident Fund***● 1,607     19,284    

Gratuity● 537     6,444    

Gross Compensation (A+B+C) 22,322     267,864    

 

Variable Performance Incentive (VPI)# (will range
from 0% to 175% based on performance)

0% 100% 175%

0 32,144 56,251

Total CTC
(Gross + VPI)## 300,008    

 
 
* Indian Rupees
** Flexible Benefits include Leave Travel Allowance and Children Education Allowance
*** PF will be deducted as per the statutory norms
# These are indicative payouts at your grade and will vary based on your performance, performance of your business
unit & ADP
## Total CTC is computed at 100% VPI payout
Tax will be applicable as per Tax Slab & Tax Regulations
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ADP Private Limited
ONE West Building, Survey NO. 88/AA and 88/E, Nanakramguda Village,
Serilingampally Mandal, Ranga Reddy District, Hyderabad, Telangana - 500008
Ph: +91 40 6757 0000
adp.com

Terms and Conditions
 
1. Working Hours

The organization works 7 days a week, twenty-four hours a day. You will be expected to attend office and work during
the hours assigned to you by your leaders which may include night shifts. You will be required to work 5 days a week
and your weekly off may not necessarily be on Saturday and Sunday.
 
2. Confidentiality

You will be required to execute a confidentiality agreement at the time of joining, regarding your employment and the
business matters of the organization.
 
3. Authenticity

Please note that this offer is subject to the authenticity of the information and documentation provided by you. In the
event the information provided is proved to be false / untrue, the organization reserves the right to immediately
terminate your services.
 
4. Documents

This Offer would stand cancelled if you fail to successfully complete your educational degree and do not meet the
percentage criterion as specified during interviews
 
5. Permanent Account Number (PAN)

Permanent Account Number (PAN) is mandatory under Income Tax Act for processing salaries. In the absence of
PAN, TDS would be deducted as per the applicable slab rate of Income Tax.
 
6. Statutory Benefits

Provident Fund: Provident Fund will be deducted from your salary as per EPF Act. The organization will also
contribute a matching amount towards your Provident Fund. The PF related components of the compensation would be
governed by the relevant statutory laws as may be applicable from time to time.

Gratuity: The Gratuity is paid to the associates as per the Gratuity Act, 1972 and would be governed by the relevant
statutory laws as may be applicable from time to time.
 
7. Statutory Compliance

Income Tax and Profession Tax or any other payments will be deducted from your salary, as applicable as per
statutory laws.
 
8. Flexible Benefits

The Flexible Benefit is a key component in your Gross Yearly Compensation. It allows you the flexibility to claim tax
exemption benefit, as per Income Tax norms / rules in practice for the given financial year.
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ADP Private Limited
ONE West Building, Survey NO. 88/AA and 88/E, Nanakramguda Village,
Serilingampally Mandal, Ranga Reddy District, Hyderabad, Telangana - 500008
Ph: +91 40 6757 0000
adp.com

9. Health Insurance

You and your dependents will be covered as per the existing Mediclaim Insurance Policy provided by the organization.
 
10. Personal Accident Insurance

You will be covered as per the existing Group Personal Accident Insurance Plan provided by the organization.
 
11. Leave

You are eligible for Privilege Leaves and Casual Leaves as per the organization policy. You are also entitled to avail
the Public Holidays as per the organization policy. Leave should be taken, as mutually agreed between you and the
Reporting Manager.

For those members who joined the organization after January 1st, Leave entitlement for the period between your Start
date and 31st of December will be allocated on a pro rata basis.
 
12. Variable Performance Incentive

You will be eligible for variable performance incentive based on your performance, performance of your business unit
& ADP. This incentive will be paid as a one-time amount every year as per the organization's variable performance
incentive payment cycle. In case the period of employment is less than one year at the time of bonus cycle, the amount
will be computed on a pro-rata basis.
 
13. Maternity Benefit

Women associates would be eligible to avail maternity related benefits per prevailing statute and relevant
organizational guidelines applicable from time to time.
 
14. Drug Test

You will be required to undergo a drug test with the organization on the day of induction. If tested positive for any of the
banned & illegal drugs as per the organization policy, it would result in action leading up to termination.
 
15. Background Checks / Advanced Background Checks

In accordance with our policy, this offer is conditioned upon your successful completion of a background check.
Because this is a conditional offer of employment, you should not give notice to your present employer, sell real estate,
or incur any other expense associated with acceptance of employment until you receive confirmation that you have
successfully satisfied the preconditions of employment. This process is generally completed within 3 weeks, however
the process may take longer. Background checks may include, without limitation, address verification, criminal
screening, educational and employment verification, and reference checks. Additionally, ADP may require Advanced
Background Checks which screen for longer periods of time and involve additional jurisdictions. This offer is subject to
the authenticity of any information and documentation in connection with background screening provided by you or
otherwise obtained by ADP before, during or after the offer is communicated to you. In the event any information
provided by you or otherwise obtained by ADP for background screening is proven to be false, misleading, or otherwise
unsatisfactory to ADP in its sole discretion, ADP reserves the right to immediately rescind this offer and/or terminate
your employment, if applicable, at any time.
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ADP Private Limited
ONE West Building, Survey NO. 88/AA and 88/E, Nanakramguda Village,
Serilingampally Mandal, Ranga Reddy District, Hyderabad, Telangana - 500008
Ph: +91 40 6757 0000
adp.com

16. Relocation Assistance

If you are joining from outside Pune, you may avail the organization-paid accommodation for two weeks. To avail the
facility, you need to inform Ms. Sneha Mushkari (Ph: +919963190134 / E-mail: Sneha.Mushkari@ADP.com),
confirming your requirement for such accommodation at least 15 days prior to the Start date.

You are eligible for relocation assistance towards travel, expenses towards movement of goods and household articles
(including insurance), brokerage, per diem and miscellaneous expenses subject to a maximum amount up to INR
60,000 if you are relocating with your family (dependant parents/in-laws, spouse &kids). If you are relocating without
your family, you can claim up to INR 30,000. The claims are subject to submission of original bills (wherever
applicable).

In case you leave the organization, for any reason, within one year, you will be required to refund the relocation amount
to the organization.
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Strictly Private and Confidential  

 

Date: 04/07/2022  

 

Ankit Balu Kirat  

C10975495  

408,Ambedkar Nagar Taluka Police Station Near Teacher Housing Society,Solapur 

 8657171735  

 

Dear Ankit Balu Kirat,  

Based on our recent discussion with you, we are pleased to extend an offer to join Accenture Solutions Pvt. Ltd. ("Company or Accenture

as the case maybe") in our Advanced Technology Centers, India, as per the below terms and conditions:

 

Job Profile - Application Development Associate  

Management Level - 12  

Job Family Group - Software Engineering  

 

  
 

Please refer to:

• Annexure I for the compensation and benefits details.  

• Annexure II for documentation to be submitted by you.  

• Annexure III Terms of Employment  

• Annexure IV-Declaration 

 

Your employment with Accenture will be governed by the clauses mentioned in the attached 'Terms of Employment' effective from your

date of joining. You are required to carefully read and understand these Terms of Employment before responding to this Offer. This Offer

and your employment with Accenture is subject to successful completion of the qualifying examination from your college , as well as

satisfactory completion of verification and/or background or reference checks, which may occur at any time prior to or after your effective

start date. 
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You agree and affirm that the information (personal or otherwise) shared by you at the time of registration is accurate, factually correct,

and complete and no material information has been withheld by you. Accenture is providing this offer of employment basis preliminary

information provided by you at the registration stage and a declaration concerning your agreement with the eligibility criteria. You

understand and acknowledge that your employment with Accenture shall be subject to further verification of details and materials/

documents provided to Accenture as well as any further verification deemed necessary to finalize your candidature. You shall continue to

meet the eligibility criteria up till and on the date of joining Accenture (if applicable) and agree that Accenture has the right to revoke the

offer of employment,in case of failure of verification, or if you are not meeting the eligibility criteria or in case of any misrepresentation at

your end. 

 

 Your onboarding date will be intimated to you over a separate e-mail by Accenture onboarding team few weeks prior to your actual

onboarding date. You will receive an email from Onboarding.doc.ase@accenture.com. You are expected to confirm to the same by

responding to our email and share your acceptance to join us on the stipulated date. 

 

At Accenture, the health and well-being of our people, our clients and the community is our top priority. We are also committed to

complying with all government safety protocols as we bring our people to our offices. To operate offices at full capacity, there is a

growing mandate from government authorities to have all employees vaccinated against COVID-19. Considering this, we expect all our

employees to be vaccinated. Therefore, you should ensure to take both doses of the COVID-19 vaccine before onboarding, unless your

second dose is due post onboarding, and in that circumstance the second dose should be taken within the government prescribed

timelines. 

 

 Please note that compliance with these provisions is a condition precedent for the offer or your continued employment with the

Company.  

 

Fundamental Skill Primers Learning Module: As you are aware that as part of providing our new joiners a unique learning experience,

Accenture proposes an online learning module - Fundamental Skill Primers. This document further enhances and details of the learning

opportunities and terms of training / assessments that were previously mentioned in your Letter of Intent. 

• The learning module of this program is typically made available to you to give you a reasonable time to learn at your pace and comfort. 

• After completing the Fundamental Skill Primer Learning, you will need to go through the Fundamental Skill Primer assessment. 

 

Upon joining the Company further Stream training program(s) will be conducted for a specific duration on the specific skill set assigned to

you. Periodic assessments will be conducted throughout this training program which you are expected to clear. Each of such

assessments including Primer assessment will add towards your final score. A min. of 60% will need to be scored for successful

clearance. If you are unable to score 60% in the first attempt, you will have up to two additional attempts and will be required to score

minimum 60% marks to clear the stream learning assessments. 

 

Your employment with Accenture is subject to your successful completion of the Stream training program and assessments as

mentioned above. If you are unable to clear the Stream training assessments in the given 3 attempts successfully, your services with the

Company shall be terminated as per Clause 10 outlined in the Terms of Employment. 

 

By completing 100% of Fundamental Skill Primer online modules before the Fundamental Skill primer assessment and scoring 75% or

above in the Fundamental Skill Primer assessment, a potential new joiner will be eligible for a learning Incentive of INR 10,000.
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After acceptance of the offer of employment or any time during the course of your employment with the Company you may be required to

undergo drug/alcohol/substance test based on the project you are deployed. This offer and your employment with Accenture are

contingent upon you completing tests as per the requirements of the Company and in the instance of failing these tests namely the

drug/alcohol/substance test, Accenture may, in its sole discretion, elect to terminate or suspend your employment immediately. 

 

 In the event a government body/Authority exercising its jurisdiction and statutory power/Authority seeks information pertaining to any

aspect of your employment, the Company shall provide such information to the government body/Authority without any notification to

you. The foregoing shall be applicable to information pertaining to your employment being shared in pursuance of statutory

requirements/compliance. You may belong to this category and your details will be disclosed to these authorities. 

 

 To indicate your acceptance of this Offer and Terms of Employment with Accenture, please confirm your acceptance/rejection by

logging on to Accenture Recruitment Portal (https://india.jobs.accenture.com/default.aspx) using your unique reference number,

candidate identification (CID) and mobile number within 14 days (fourteen days) from the date of this letter, post which the link will be

disabled for you. If we do not receive your response before the expiration of 14 days (fourteen days) from the date of this letter, the terms

of this Offer of employment will be deemed to have been rejected by you, unless otherwise communicated to you by the Company in

writing. Further, at the time of joining you are required to provide all documentation identified in Annexure II along with the signed copy of

this Offer letter and Terms of Employment. 

 

 

 After accepting this Offer, we encourage you visit Countdown to the Company-  

 

(http://careers.accenture.com/Microsites/countdown/Pages/welcome-india.aspx). This online, interactive welcome site will help you

successfully navigate the first days, weeks and months of your career at Accenture. It will also provide an interesting overview of

Company history-as well as tips on how to develop yourself (and your career) in the future. 

 

 In case you have a query, please raise them on https://indiacampus.accenture.com/myzone/accenture/auth/login  

 

We look forward to hearing from you regarding your decision to join the Company. I wish you a successful career ahead of you and look

forward to your joining us. 

 
 
 
 
 
 
 
Yours sincerely,

 

Mahesh Vasudeo Zurale

Senior Managing Director

Lead, Advanced Technology Centers, India 

ACKNOWLEDGED AND AGREED

________________________________

 Ankit Balu Kirat    
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ANNEXURE I
 

COMPENSATION & BENEFITS
 
 

Annual Total Cash compensation structure as per the Company guidelines is: 

                       

 

 

 

(A) Annual Fixed Compensation 

Your annual fixed compensation is INR 3,00,000. This includes allowances structured in accordance with the Company compensation

guidelines and applicable statutory norms.Please note the annual fixed compensation includes employer's contribution to Provident

Fund, as applicable. 

TDS is deducted as applicable from your Income. 

 

(B) Local Variable Bonus (LVB)

As part of your annual total cash compensation, you will be eligible to participate in the FY22 Local Variable Bonus program (LVB). Your

indicative pay-out can range from 0% to 8.5% of the prorated fixed pay in the Fiscal year, subject to the overall terms and conditions of

the LVB, including but not limited to your individual performance achievements and the Company’s performance. In addition to these two

components, your LVB is also linked to your Individual Utilization. The Company may, at any time and in its sole and absolute discretion,

Total Cash Compensation Elements

Annual (INR)

(A) Annual Fixed Compensation 3,00,000/-

(B) Local Variable Bonus (LVB) earning potential (at maximum 8.5%) 25,500/-

Maximum Annual Total earning potential(A+B) 3,25,500/-

(C)# Additional Notional Benefits

Gratuity for each year of service (indicative and assumed value calculated at

an approximation of 4.81% of annual basic)

Notional Insurance Premium paid by Company

INR 5,000/-

INR 11,300/-

Annual Total Earning Potential + Additional Notional Benefits (A+B+C) INR 325500/-

(D)##Additional Discretionary Reimbursements

Annual Internet reimbursement

INR 12,000/- (capped at INR 1,000/- per

month)

(E)Optional opportunity to participate in the Employee Share Purchase Plan

Employee Share Purchase plan – to purchase Accenture plc

Class A ordinary shares at 15% discount on the fair market value

INR 4,500/- [discount opportunity with an

optional investment of 10% of gross pay and

no change in share price]
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amend, suspend, withdraw vary and/or modify any of the terms and conditions of the LVB program guidelines The LVB will be paid out

subject to you being on the roles of the Company on the date of disbursement of these pay outs and will be prorated based on your

tenure in Accenture India and considering the period of leave without pay during the said fiscal year.

 
 

Note: For International Worker Only* 

As per Indian Provident Fund (PF) regulations, membership to the Provident Fund is mandatory for all International Workers. Exemptions

if any, shall be as per the existing law. Please note that since your cost to the Company (CTC) includes employee's as well as

employer's contribution to Provident Fund, appropriate adjustment in your monthly salary will be made for Provident Fund contributions

as per applicable laws/regulations in existence (or amendments from time to time). Withdrawal (if any) from Provident Fund is regulated

by the government of India and is subject to government approvals and prevailing laws (amended from time to time). Any person

desirous of such withdrawal need to comply with applicable law and procedures laid down by the authorities. 

 
 
 
 
 
 
 

Benefits applicable for current Company financial year:

In addition to your annual total cash compensation, you will be eligible for following benefits, which will be governed by

Company policy: 

 

 
 

   1.Medical: 

      a) Medical Insurance for self, spouse and 2 dependent children up to INR 3,00,000 per annum. This plans allows for coverage of pre-

existing ailments. This is as per current arrangement with our Insurer and is subject to review from time to time.

      b) You have the option of availing Accenture negotiated rates to cover your parents, parents-in-law and siblings up to INR 10,00,000

& any additional child up to INR 5,00,000 under a separate Insurance plan. You also can avail optional Top-Up and/or Critical Illness

Policy for yourself and your dependents (spouse and 2 children) up to INR 10,00,000. The entire premium for this will have to be borne

by you. These plans allow for coverage of pre-existing ailments. This is as per current arrangement with our Insurer and is subject to

Insurance policy Coverage for Coverage amount Premium paid by

Medical

Self, Spouse/partner (if
you identify yourself as
lesbian, gay, bisexual and
transgender) & 2
Dependent children

INR 3,00,000/- per annum Company

Personal Accident Self Up to 3 times of annual fixed compensation Company

Life Self
Equivalent to one time of your annual fixed
compensation with minimum cover of INR 5,00,000/-

Company

Future Service Liability Self Up to INR 20,00,000/- Company

Employee Deposit Linked
Insurance (EDLI)

Self
INR 7,05,000/- (If you contribute towards Employee
Provident Fund)

Company
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review from time to time.

      c) For Permissible claims under the Medical Insurance plans detailed above, you will be required to contribute a defined percentage

of each claim, as under: 

  • 10% of such claims for self, spouse and 2 dependent children 

  •  20% of such claims for parents, parent’s in-law, siblings, and additional children under the separate Insurance plan. 

   2.Personal Accident coverage for self, up to three times your annual fixed compensation. 

      a) You have the option of availing Supplemental Accident cover at Accenture negotiated rates for yourself and/or your spouse. The

entire premium for this will have to be borne by you.

   3.Life Insurance coverage equivalent to one time of your annual fixed compensation with minimum cover of INR 5,00,000. 

      a) You have the option of availing Supplemental Life cover at Accenture negotiated rates for yourself and/or your spouse. The entire

premium for this will have to be borne by you.

   4. #(C) Gratuity amount shown above is an indicative approximation of your annual eligibility, and the final payout of any gratuity

amount will be determined in accordance with the applicable provisions of the Payment of Gratuity Act, 1972 (as may be amended from

time to time), payable as per the Company policy on your exit. 

      #(C) Notional Insurance Premium is an approximation based on individual factors which may include age, level and fixed pay

depending on the insurance. Please note that there could hence be a slight difference in the actual premium amount borne by Accenture

for your insurance coverage. The premium amount is directly paid by Accenture to the Insurance companies tied up with and will not be

paid to you individually. Applicable only for current FY and can be withdrawn at anytime at company’s discretion. 

      ##(D) Reimbursements would be approved as per the policies’ terms & conditions. The reimbursement amounts are subject to

company policy and discretion and maybe updated/reviewed/withdrawn at any time basis company discretion. 

   5.You will also be eligible for the Employee Stock Purchase Plan, which will provide a 15% Discounted Rate on ACN Stock traded on

NYSE. 

      a) Employee Stock Purchase Plan (ESPP): The Employee Share Purchase Plan gives the employee an opportunity to purchase

Class A common shares in Accenture Limited at a discount through payroll contributions. By participating in this plan, an employee can

develop his / her ownership in Accenture and increase his/ her stake in Accenture’s success.

   6.Accenture provides you with access to the Employee Assistance Program (EAP) at no cost. EAP helps you and your immediate

family members deal with work-life stressors, family issues, financial concerns, relationship problems, and even drug or legal concerns.

The EAP services cover up to 5 in-person visits, short-term counseling, confidential access to assessments, referrals and follow-up

service 

 

In addition to the above, you will also be eligible for the following benefits:

• One time relocation allowance subject to a maximum of INR 2500.00/- on submission of actual supporting as per policy.

• Transport facility, as per Company guidelines, can be availed at no cost.

Details pertaining to relocation allowance will be provided to you at the time of joining the Company. In the unlikely event you choose to

leave the Company, or your services are terminated, before the completion of 1 year of employment with the Company, the relocation

assistance will be construed as debt due and payable by you and should be repaid on termination of your employment. Any dues

payable by you on termination will be recovered from your final settlement to the extent possible.

The Company may, at any time and in its sole and absolute discretion, amend, suspend, vary and modify any of the terms and conditions

of the above benefits & guidelines.

 

From the date of your joining, the compensation and benefits mentioned in this annexure will be applicable to you until any

further communication from the Company.
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GST Clause:

Following the implementation to the GST regulations with effect from July 1st 2017, please note the treatment to any continuing

obligations that you have, pursuant to any signing/joining/relocation/retention bonus as per the terms of your employment, will be as

under: 

Any signing, joining, relocation or retention bonus received by you will be paid along with salary of the relevant or succeeding pay month.

This amount is recoverable as per your employment terms, if your service commitment with Accenture change. Any such recovery or

adjustment shall be made from your salary pertaining to the service month before your last working day in the Company. Any shortfalls

will be adjusted against any further amounts due and payable to you. 

 

General Tax:

All compensation will be paid to you after deduction of tax at source, in accordance with applicable law. You will be solely liable for your

personal tax liabilities, as per applicable law, both in India and abroad.
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ANNEXURE II

Mandatory documentation at the time of onboarding: 

     1.Two copies of your recent passport size photographs.  

     2.Original marksheet of all semester (PG/UG).  

     3.Original provisional degree certificate or convocation degree certificate. 

     4.Copy of X, XII and all semester mark sheets of PG & UG Degrees.  

     5.Copy of Degree/PG/Diploma (as applicable) certificates.  

     6.Passport copy, if available (if not please apply immediately).  

     7.Pan Card  

     8. Copy of Aadhaar Card- We request you to provide for meeting the UAN generation requirement and any other compliance required

by governing regulating authorities like EPFO, ESIC, labour welfare fund and others.

Please note that by voluntarily sharing your Aadhaar details, you are also authorizing us to share it with third parties under contract with

the company and which are bound by confidentiality provisions to meet any regulatory requirements and internal procedures of the

company including but not limited to making verifications. Do note that the provision of Aadhaar details and seeding Aadhaar with UAN

as well as completing KYC requirements of EPFO is necessary and if you are unable to do so this may delay submission of your PF

contributions to the regulators. 
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ANNEXURE IV - DECLARATION 

 
 

I hereby represent and warrant that as of my effective start date of employment with the Company, I will have: (a) terminated my

employment with any current/previous employer and any other employment or contractor relationships; and (b) satisfactorily performed

and completed all my obligations which apply/applied to me vis-à-vis any current/previous employer and any other employment or

contractor relationships  

I hereby represent and warrant that I have not, during the course of any current/previous employment and any other employment or

contractor relationships, entered into or agreed to any arrangement which may restrict, prohibit or debar or conflict or be inconsistent with

my acceptance of the offer made by the Company or employment with the Company, including, but not limited to, any time-bound non-

compete agreement, restrictive employment agreement or other restrictive terms.  

I hereby represent and warrant that I shall not bring into Accenture premises (or use in any manner) any third party documents

(regardless of media) or materials (including but not limited to trade secrets) with myself to Accenture, including any such documents or

materials from my previous employer. To the extent I feel that my employment at Accenture would require me to bring any third party

documents or materials to Accenture I shall not bring any such documents or materials unless I have taken all permissions/approvals

from the third parties before accepting the offer from Accenture. I further represent and warrant that I have not and will not

inappropriately disclose or misuse any confidential information obtained from and/or in connection with any current/previous employer

and any other employment or contractor relationships. I agree and acknowledge that a breach of this provision shall entitle Accenture to

terminate my services with immediate effect. 

 

 

ACKNOWLEDGED AND AGREED:  

 

________________________________  

Ankit Balu Kirat 

 

 

Date:  
 

Disclaimer           

"This document and any attachments to it (in part or in whole the "Communication") are confidential, may constitute inside information

and are for the use only of the addressee. The Communication is the property of Accenture and its affiliates and may contain copyright

material or intellectual property of Accenture and/or any of its related entities or of third parties. If you are not the intended recipient of the

Communication or have received the Communication in error, please notify the sender or Accenture immediately, return the

Communication (in entirety) and delete the Communication (in entirety and copies included) from your records and systems.

Unauthorized use, disclosure or copying of this Communication or any part thereof is strictly prohibited and may be unlawful. Any views

expressed in the Communication are those of the individual sender only, unless expressly stated to be those of Accenture and its

affiliates. Accenture does not guarantee the integrity of the Communication, or that it is free from errors, viruses or interference." 
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Strictly Private and Confidential  

 

Date: 05/09/2022  

 

Akshata Vishwanath Hadalgi  

C11068533  

B-575 Karnik nagar Solapur 

 7796050441  

 

Dear Akshata Vishwanath Hadalgi,  

Based on our recent discussion with you, we are pleased to extend an offer to join Accenture Solutions Pvt. Ltd. ("Company or Accenture

as the case maybe") in our Advanced Technology Centers, India, as per the below terms and conditions:

 

Job Profile - Application Development Associate  

Management Level - 12  

Job Family Group - Software Engineering  

 

  
 

Please refer to:

• Annexure I for the compensation and benefits details.  

• Annexure II for documentation to be submitted by you.  

• Annexure III Terms of Employment  

• Annexure IV-Declaration 

 

Your employment with Accenture will be governed by the clauses mentioned in the attached 'Terms of Employment' effective from your

date of joining. You are required to carefully read and understand these Terms of Employment before responding to this Offer. This Offer

and your employment with Accenture is subject to successful completion of the qualifying examination from your college , as well as

satisfactory completion of verification and/or background or reference checks, which may occur at any time prior to or after your effective

start date. 
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You agree and affirm that the information (personal or otherwise) shared by you at the time of registration is accurate, factually correct,

and complete and no material information has been withheld by you. Accenture is providing this offer of employment basis preliminary

information provided by you at the registration stage and a declaration concerning your agreement with the eligibility criteria. You

understand and acknowledge that your employment with Accenture shall be subject to further verification of details and materials/

documents provided to Accenture as well as any further verification deemed necessary to finalize your candidature. You shall continue to

meet the eligibility criteria up till and on the date of joining Accenture (if applicable) and agree that Accenture has the right to revoke the

offer of employment,in case of failure of verification, or if you are not meeting the eligibility criteria or in case of any misrepresentation at

your end. 

 

 Your onboarding date will be intimated to you over a separate e-mail by Accenture onboarding team few weeks prior to your actual

onboarding date. You will receive an email from Onboarding.doc.ase@accenture.com. You are expected to confirm to the same by

responding to our email and share your acceptance to join us on the stipulated date. 

 

At Accenture, the health and well-being of our people, our clients and the community is our top priority. We are also committed to

complying with all government safety protocols as we bring our people to our offices. To operate offices at full capacity, there is a

growing mandate from government authorities to have all employees vaccinated against COVID-19. Considering this, we expect all our

employees to be vaccinated. Therefore, you should ensure to take both doses of the COVID-19 vaccine before onboarding, unless your

second dose is due post onboarding, and in that circumstance the second dose should be taken within the government prescribed

timelines. 

 

 Please note that compliance with these provisions is a condition precedent for the offer or your continued employment with the

Company.  

 

Fundamental Skill Primers Learning Module: As you are aware that as part of providing our new joiners a unique learning experience,

Accenture proposes an online learning module - Fundamental Skill Primers. This document further enhances and details of the learning

opportunities and terms of training / assessments that were previously mentioned in your Letter of Intent. 

• The learning module of this program is typically made available to you to give you a reasonable time to learn at your pace and comfort. 

• After completing the Fundamental Skill Primer Learning, you will need to go through the Fundamental Skill Primer assessment. 

 

Upon joining the Company further Stream training program(s) will be conducted for a specific duration on the specific skill set assigned to

you. Periodic assessments will be conducted throughout this training program which you are expected to clear. Each of such

assessments including Primer assessment will add towards your final score. A min. of 60% will need to be scored for successful

clearance. If you are unable to score 60% in the first attempt, you will have up to two additional attempts and will be required to score

minimum 60% marks to clear the stream learning assessments. 

 

Your employment with Accenture is subject to your successful completion of the Stream training program and assessments as

mentioned above. If you are unable to clear the Stream training assessments in the given 3 attempts successfully, your services with the

Company shall be terminated as per Clause 10 outlined in the Terms of Employment. 

 

By completing 100% of Fundamental Skill Primer online modules before the Fundamental Skill primer assessment and scoring 75% or

above in the Fundamental Skill Primer assessment, a potential new joiner will be eligible for a learning Incentive of INR 10,000.
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After acceptance of the offer of employment or any time during the course of your employment with the Company you may be required to

undergo drug/alcohol/substance test based on the project you are deployed. This offer and your employment with Accenture are

contingent upon you completing tests as per the requirements of the Company and in the instance of failing these tests namely the

drug/alcohol/substance test, Accenture may, in its sole discretion, elect to terminate or suspend your employment immediately. 

 

 In the event a government body/Authority exercising its jurisdiction and statutory power/Authority seeks information pertaining to any

aspect of your employment, the Company shall provide such information to the government body/Authority without any notification to

you. The foregoing shall be applicable to information pertaining to your employment being shared in pursuance of statutory

requirements/compliance. You may belong to this category and your details will be disclosed to these authorities. 

 

 To indicate your acceptance of this Offer and Terms of Employment with Accenture, please confirm your acceptance/rejection by

logging on to Accenture Recruitment Portal (https://india.jobs.accenture.com/default.aspx) using your unique reference number,

candidate identification (CID) and mobile number within 14 days (fourteen days) from the date of this letter, post which the link will be

disabled for you. If we do not receive your response before the expiration of 14 days (fourteen days) from the date of this letter, the terms

of this Offer of employment will be deemed to have been rejected by you, unless otherwise communicated to you by the Company in

writing. Further, at the time of joining you are required to provide all documentation identified in Annexure II along with the signed copy of

this Offer letter and Terms of Employment. 

 

 

 After accepting this Offer, we encourage you visit Countdown to the Company-  

 

(http://careers.accenture.com/Microsites/countdown/Pages/welcome-india.aspx). This online, interactive welcome site will help you

successfully navigate the first days, weeks and months of your career at Accenture. It will also provide an interesting overview of

Company history-as well as tips on how to develop yourself (and your career) in the future. 

 

 In case you have a query, please raise them on https://indiacampus.accenture.com/myzone/accenture/auth/login  

 

We look forward to hearing from you regarding your decision to join the Company. I wish you a successful career ahead of you and look

forward to your joining us. 

 
 
 
 
 
 
 
Yours sincerely,

 

Mahesh Vasudeo Zurale

Senior Managing Director

Lead, Advanced Technology Centers, India 

ACKNOWLEDGED AND AGREED

________________________________

 Akshata Vishwanath Hadalgi    
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ANNEXURE I
 

COMPENSATION & BENEFITS
 
 

Annual Total Cash compensation structure as per the Company guidelines is: 

                       

 

 

 

(A) Annual Fixed Compensation 

Your annual fixed compensation is INR 3,00,000. This includes allowances structured in accordance with the Company compensation

guidelines and applicable statutory norms.Please note the annual fixed compensation includes employer's contribution to Provident

Fund, as applicable. 

TDS is deducted as applicable from your Income. 

 

(B) Local Variable Bonus (LVB)

As part of your annual total cash compensation, you will be eligible to participate in the FY22 Local Variable Bonus program (LVB). Your

indicative pay-out can range from 0% to 8.5% of the prorated fixed pay in the Fiscal year, subject to the overall terms and conditions of

the LVB, including but not limited to your individual performance achievements and the Company’s performance. In addition to these two

components, your LVB is also linked to your Individual Utilization. The Company may, at any time and in its sole and absolute discretion,

Total Cash Compensation Elements

Annual (INR)

(A) Annual Fixed Compensation 3,00,000/-

(B) Local Variable Bonus (LVB) earning potential (at maximum 8.5%) 25,500/-

Maximum Annual Total earning potential(A+B) 3,25,500/-

(C)# Additional Notional Benefits

Gratuity for each year of service (indicative and assumed value calculated at

an approximation of 4.81% of annual basic)

Notional Insurance Premium paid by Company

INR 5,000/-

INR 11,300/-

Annual Total Earning Potential + Additional Notional Benefits (A+B+C) INR 341800/-

(D)##Additional Discretionary Reimbursements

Annual Internet reimbursement

INR 12,000/- (capped at INR 1,000/- per

month)

(E)Optional opportunity to participate in the Employee Share Purchase Plan

Employee Share Purchase plan – to purchase Accenture plc

Class A ordinary shares at 15% discount on the fair market value

INR 4,500/- [discount opportunity with an

optional investment of 10% of gross pay and

no change in share price]
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amend, suspend, withdraw vary and/or modify any of the terms and conditions of the LVB program guidelines The LVB will be paid out

subject to you being on the roles of the Company on the date of disbursement of these pay outs and will be prorated based on your

tenure in Accenture India and considering the period of leave without pay during the said fiscal year.

 
 

Note: For International Worker Only* 

As per Indian Provident Fund (PF) regulations, membership to the Provident Fund is mandatory for all International Workers. Exemptions

if any, shall be as per the existing law. Please note that since your cost to the Company (CTC) includes employee's as well as

employer's contribution to Provident Fund, appropriate adjustment in your monthly salary will be made for Provident Fund contributions

as per applicable laws/regulations in existence (or amendments from time to time). Withdrawal (if any) from Provident Fund is regulated

by the government of India and is subject to government approvals and prevailing laws (amended from time to time). Any person

desirous of such withdrawal need to comply with applicable law and procedures laid down by the authorities. 

 
 
 
 
 
 
 

Benefits applicable for current Company financial year:

In addition to your annual total cash compensation, you will be eligible for following benefits, which will be governed by

Company policy: 

 

 
 

   1.Medical: 

      a) Medical Insurance for self, spouse and 2 dependent children up to INR 3,00,000 per annum. This plans allows for coverage of pre-

existing ailments. This is as per current arrangement with our Insurer and is subject to review from time to time.

      b) You have the option of availing Accenture negotiated rates to cover your parents, parents-in-law and siblings up to INR 10,00,000

& any additional child up to INR 5,00,000 under a separate Insurance plan. You also can avail optional Top-Up and/or Critical Illness

Policy for yourself and your dependents (spouse and 2 children) up to INR 10,00,000. The entire premium for this will have to be borne

by you. These plans allow for coverage of pre-existing ailments. This is as per current arrangement with our Insurer and is subject to

Insurance policy Coverage for Coverage amount Premium paid by

Medical

Self, Spouse/partner (if
you identify yourself as
lesbian, gay, bisexual and
transgender) & 2
Dependent children

INR 3,00,000/- per annum Company

Personal Accident Self Up to 3 times of annual fixed compensation Company

Life Self
Equivalent to one time of your annual fixed
compensation with minimum cover of INR 5,00,000/-

Company

Future Service Liability Self Up to INR 20,00,000/- Company

Employee Deposit Linked
Insurance (EDLI)

Self
INR 7,05,000/- (If you contribute towards Employee
Provident Fund)

Company
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review from time to time.

      c) For Permissible claims under the Medical Insurance plans detailed above, you will be required to contribute a defined percentage

of each claim, as under: 

  • 10% of such claims for self, spouse and 2 dependent children 

  •  20% of such claims for parents, parent’s in-law, siblings, and additional children under the separate Insurance plan. 

   2.Personal Accident coverage for self, up to three times your annual fixed compensation. 

      a) You have the option of availing Supplemental Accident cover at Accenture negotiated rates for yourself and/or your spouse. The

entire premium for this will have to be borne by you.

   3.Life Insurance coverage equivalent to one time of your annual fixed compensation with minimum cover of INR 5,00,000. 

      a) You have the option of availing Supplemental Life cover at Accenture negotiated rates for yourself and/or your spouse. The entire

premium for this will have to be borne by you.

   4. #(C) Gratuity amount shown above is an indicative approximation of your annual eligibility, and the final payout of any gratuity

amount will be determined in accordance with the applicable provisions of the Payment of Gratuity Act, 1972 (as may be amended from

time to time), payable as per the Company policy on your exit. 

      #(C) Notional Insurance Premium is an approximation based on individual factors which may include age, level and fixed pay

depending on the insurance. Please note that there could hence be a slight difference in the actual premium amount borne by Accenture

for your insurance coverage. The premium amount is directly paid by Accenture to the Insurance companies tied up with and will not be

paid to you individually. Applicable only for current FY and can be withdrawn at anytime at company’s discretion. 

      ##(D) Reimbursements would be approved as per the policies’ terms & conditions. The reimbursement amounts are subject to

company policy and discretion and maybe updated/reviewed/withdrawn at any time basis company discretion. 

   5.You will also be eligible for the Employee Stock Purchase Plan, which will provide a 15% Discounted Rate on ACN Stock traded on

NYSE. 

      a) Employee Stock Purchase Plan (ESPP): The Employee Share Purchase Plan gives the employee an opportunity to purchase

Class A common shares in Accenture Limited at a discount through payroll contributions. By participating in this plan, an employee can

develop his / her ownership in Accenture and increase his/ her stake in Accenture’s success.

   6.Accenture provides you with access to the Employee Assistance Program (EAP) at no cost. EAP helps you and your immediate

family members deal with work-life stressors, family issues, financial concerns, relationship problems, and even drug or legal concerns.

The EAP services cover up to 5 in-person visits, short-term counseling, confidential access to assessments, referrals and follow-up

service 

 

In addition to the above, you will also be eligible for the following benefits:

• One time relocation allowance subject to a maximum of INR 2500.00/- on submission of actual supporting as per policy.

• Transport facility, as per Company guidelines, can be availed at no cost.

Details pertaining to relocation allowance will be provided to you at the time of joining the Company. In the unlikely event you choose to

leave the Company, or your services are terminated, before the completion of 1 year of employment with the Company, the relocation

assistance will be construed as debt due and payable by you and should be repaid on termination of your employment. Any dues

payable by you on termination will be recovered from your final settlement to the extent possible.

The Company may, at any time and in its sole and absolute discretion, amend, suspend, vary and modify any of the terms and conditions

of the above benefits & guidelines.

 

From the date of your joining, the compensation and benefits mentioned in this annexure will be applicable to you until any

further communication from the Company.
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GST Clause:

Following the implementation to the GST regulations with effect from July 1st 2017, please note the treatment to any continuing

obligations that you have, pursuant to any signing/joining/relocation/retention bonus as per the terms of your employment, will be as

under: 

Any signing, joining, relocation or retention bonus received by you will be paid along with salary of the relevant or succeeding pay month.

This amount is recoverable as per your employment terms, if your service commitment with Accenture change. Any such recovery or

adjustment shall be made from your salary pertaining to the service month before your last working day in the Company. Any shortfalls

will be adjusted against any further amounts due and payable to you. 

 

General Tax:

All compensation will be paid to you after deduction of tax at source, in accordance with applicable law. You will be solely liable for your

personal tax liabilities, as per applicable law, both in India and abroad.
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ANNEXURE II

Mandatory documentation at the time of onboarding: 

     1.Two copies of your recent passport size photographs.  

     2.Original marksheet of all semester (PG/UG).  

     3.Original provisional degree certificate or convocation degree certificate. 

     4.Copy of X, XII and all semester mark sheets of PG & UG Degrees.  

     5.Copy of Degree/PG/Diploma (as applicable) certificates.  

     6.Passport copy, if available (if not please apply immediately).  

     7.Pan Card  

     8. Copy of Aadhaar Card- We request you to provide for meeting the UAN generation requirement and any other compliance required

by governing regulating authorities like EPFO, ESIC, labour welfare fund and others.

Please note that by voluntarily sharing your Aadhaar details, you are also authorizing us to share it with third parties under contract with

the company and which are bound by confidentiality provisions to meet any regulatory requirements and internal procedures of the

company including but not limited to making verifications. Do note that the provision of Aadhaar details and seeding Aadhaar with UAN

as well as completing KYC requirements of EPFO is necessary and if you are unable to do so this may delay submission of your PF

contributions to the regulators. 
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ANNEXURE IV - DECLARATION 

 
 

I hereby represent and warrant that as of my effective start date of employment with the Company, I will have: (a) terminated my

employment with any current/previous employer and any other employment or contractor relationships; and (b) satisfactorily performed

and completed all my obligations which apply/applied to me vis-à-vis any current/previous employer and any other employment or

contractor relationships  

I hereby represent and warrant that I have not, during the course of any current/previous employment and any other employment or

contractor relationships, entered into or agreed to any arrangement which may restrict, prohibit or debar or conflict or be inconsistent with

my acceptance of the offer made by the Company or employment with the Company, including, but not limited to, any time-bound non-

compete agreement, restrictive employment agreement or other restrictive terms.  

I hereby represent and warrant that I shall not bring into Accenture premises (or use in any manner) any third party documents

(regardless of media) or materials (including but not limited to trade secrets) with myself to Accenture, including any such documents or

materials from my previous employer. To the extent I feel that my employment at Accenture would require me to bring any third party

documents or materials to Accenture I shall not bring any such documents or materials unless I have taken all permissions/approvals

from the third parties before accepting the offer from Accenture. I further represent and warrant that I have not and will not

inappropriately disclose or misuse any confidential information obtained from and/or in connection with any current/previous employer

and any other employment or contractor relationships. I agree and acknowledge that a breach of this provision shall entitle Accenture to

terminate my services with immediate effect. 

 

 

ACKNOWLEDGED AND AGREED:  

 

________________________________  

Akshata Vishwanath Hadalgi 

 

 

Date:  
 

Disclaimer           

"This document and any attachments to it (in part or in whole the "Communication") are confidential, may constitute inside information

and are for the use only of the addressee. The Communication is the property of Accenture and its affiliates and may contain copyright

material or intellectual property of Accenture and/or any of its related entities or of third parties. If you are not the intended recipient of the

Communication or have received the Communication in error, please notify the sender or Accenture immediately, return the

Communication (in entirety) and delete the Communication (in entirety and copies included) from your records and systems.

Unauthorized use, disclosure or copying of this Communication or any part thereof is strictly prohibited and may be unlawful. Any views

expressed in the Communication are those of the individual sender only, unless expressly stated to be those of Accenture and its

affiliates. Accenture does not guarantee the integrity of the Communication, or that it is free from errors, viruses or interference." 
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prathamesh ghante <prathameshghante@gmail.com>  
 

Apr 5, 2022, 10:23 AM 
 

to me  

 
 

 

---------- Forwarded message --------- 

From: <rishi@spacewalk.net.in> 

Date: Mon, 4 Apr, 2022, 11:32 pm 

Subject: Offer Letter 

To: <prathameshghante@gmail.com> 

Cc: <shampy@spacewalk.net.in> 

 

 REF: OFFER LETTER  

 Dear Prathmesh, 

 Further to the interviews you had with us, we are pleased to offer you the position of “Sales Executive” 

for Spacewalk Advisors LLP –Pune 

Your annual CTC will be Rs.3,50,000/- and you are expected to join on or before 6th April 2022.  

 You will act within the framework of organization structure, policies and directions laid down by the 

management from time to time. 

 Other terms and conditions are as per Annexure – I, 

 Please sign a copy of this letter as a token of acceptance and return the same to us and please submit the 

copy of Pan card, Aadhar card and address proof at earliest. The original copy of this offer letter will be 

shared on your joining. 

 We wish you all the best and look forward to a long-term association with you. 

Yours Sincerely, 

Human Resource 

Spacewalk Advisors LLP, Pune 

Ashtika House, Boat club road, 

Pune -411001 

 

  

mailto:rishi@spacewalk.net.in
mailto:prathameshghante@gmail.com
mailto:shampy@spacewalk.net.in


Annexure – I 

 TC Break Up 

Particulars Rs. (Per annum) 

Basics 130000 

HRA 52000 

Education Allowance 2400 

Conveyance 19200 

Supplementary Allowance 16400 

Gross 220000 

Variables 120000 

Performance Bonus 10000 

Total Cost to company 350000 

  

1. You will be on probation for a period of three months from the date of joining. During 

probation period your services can be terminated without any notice. If at any period of 

time, your performance is not found satisfactory, you shall be verbally intimated about 

the same, and shall be placed on a Performance Improvement Plan (PIP). 

  

2. In the event of your having furnished false information, documents, credentials or 

testimonials, your services may be liable for termination with immediate effect and no 

payment/compensation shall be made to you. 

  

3. In the event of any misbehavior with your colleagues or any superior or with any 

customer, your services will be terminated from immediate effect and no payment shall 

be made to you. 

  

4. You shall maintain utmost confidentiality about any information/business interest of the 

company during the course of contract. 

  

5. You agree and acknowledge that the nature of service rendered by you may require you 

to interact with prospective customers beyond the normal business hours and even on 

bank/public holidays, without any additional compensation. 



  

6. You should not disclose your salary or benefits and any such unwarranted disclosure 

shall be viewed seriously by the management. 

  

7. Sales employees shall be eligible for incentives based on the sales target as discussed 

between you and the superior, which shall be governed by the policies of the company. 

The policies are subject to revision by the company from time to time. 

  

8. Any unplanned holiday by any employee will be penalized by the management.  

  

9. If the employee remains absent without seeking permission from the management, the 

said employee shall be termed as ‘Absconding’. The company shall be entitled to 

terminate the employment without any notice period and no remuneration will be paid for 

the same. 

                                                                                                                         

10. Notice of one month shall be given by the employee in the event of leaving the company. 

Incase employee is absconding; company shall be entitled to deduct the amount 

equivalent to the notice period and to recover the damages done during his/her 

employment for the project he/she was involved in. 

  

11. Management reserves the right to hold the salary/incentives of the employee in case of 

any indiscipline or any mistrustful activities. 

  

12. Performance bonus will be entitled on the completion of one year with the organization. 

This bonus will be based on yearly performance and on discipline basis. 

  

 I agree to the above terms and conditions of employment ------------------ 

                                                                                                      Signature  
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