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Total Number of Unique Offers :   235 
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Offer: Computer Consultancy
Ref: TCSL/DT20206918905/Chennai
Date: 10/01/2021

Ms. Keerthiga  M
7Krishnasamy Lane,
Thirumangalam,
Madurai-625706,
Tamilnadu.
Tel# -

Dear Keerthiga  M,

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. 

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn.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, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). 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 `14,784/- per month. 

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 `5,914/- 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. 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. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. 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. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

This Pay/Allowance shall be treated as productivity bonus in lieu of statutory profit bonus. 

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

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: 
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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. 

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 
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. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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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 60% 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. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme 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 
programme, 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. 

4. 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. 

5. 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. 

6. 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. 

7. 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. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 

6TCS Confidential

TCSL/DT20206918905



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. 

9. 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. 

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 clause mentioned below. 

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 are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 
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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
During your tenure with TCSL, either you or TCSL may terminate your traineeship / 
employment under this Agreement by providing 90 days written notice. The company 
reserves the right, to ask you to complete the notice period or adjust the earned vacation 
in lieu of entire or partial notice period. If your services, behaviour and/ or performance 
are not found satisfactory, TCSL may terminate your services by giving notice as 
mentioned herein above. No notice or payment in lieu thereof shall be applicable if your 
services are discontinued/terminated on account of any misconduct either during your 
traineeship period or upon completion of the traineeship period. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 
period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 
terminate the traineeship/appointment by giving 90 calendar days written notice as set out 
in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 
business and current assignment, to ask you to complete your notice period. 

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 
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 
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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)
- 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 
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 *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. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. 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 
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. 
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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

K Ganesan
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 Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=qbq6FUFFiT8ipTpF04qTb3LiFLFFT06Tb9LiZZFZ6Z66Z0FZ8U88x8x4T96TUL4Up9pF3LxU8U8


GROSS SALARY SHEET Annexure 1

Name Keerthiga  M

Designation Assistant System Engineer-Trainee

Institute Name Others

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

Retention Incentive NA             0

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

# 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.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

*** 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.

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

Xplore Program. Table 2: TCSL defined structure for BoB (All Components in INR)

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

Confidentiality and IP Terms and Conditions - Annexure 3: 

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. 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. 

8. 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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9. 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. 

10.  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/DT20219197692/Lucknow
Date: 21/12/2021

Mr. Maheswaran  K
6/259 A, Samipuram Colony , Sivakasi.,
Near To Rathnavilas Bus Stop,
Sivakasi-626189,
Samipuram Colony.
Tel# 91-7010206398

Dear Maheswaran  K,

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. 

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- 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, it will be construed that you are not interested in this employment and 
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, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore/ TCS Xperience (detailed under 
Terms & Conditions). 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. 
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COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

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 `5,914/- 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. 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. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. 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. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

This Pay/Allowance shall be treated as productivity bonus in lieu of statutory profit bonus. 

Performance Pay will be effective upon successful completion of the TCS Xplore / Xperience 
Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

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. 
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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. 

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 
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. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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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 60% 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. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are 
recommended to enroll for the TCS Xplore Program and start your learning journey with 
TCSL. TCSL will make Xplore program available for you upon your offer acceptance. 

3. 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 Programme 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 
programme, 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. 

4. 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. 

5. 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. 

6. 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. 

7. 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. 

8. 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 
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written permission of TCSL. 

9. 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. 

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. 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. 

12. 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 
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serve TCSL as per the Notice Period clause mentioned below. 

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. 

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

14. 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. 

15. 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. 

16. 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. 

17. 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 
qualification of MBBS to the Induction Coordinator. 
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18. 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. 

19. 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. 

20. 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)
- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
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 *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

21. 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. 

22. 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. 

23. 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 
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. 
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24. 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. 

25. 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 Â 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. Â 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 Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=8F8844444T444q44qiq6Z6FZ0FqTU34UT06TbTLi8F88iF8ip4pF8Z8838xUiU8iq0q6LiL8UF4


GROSS SALARY SHEET Annexure 1

Name Maheswaran  K

Designation Assistant System Engineer-Trainee

Institute Name Others

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

# 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.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore / Xperience Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore / Xperience Program.

*** 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.

Table 2: TCSL defined structure for BoB (All Components in INR)

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 2

14TCS Confidential

TCSL/DT20219197692



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. 

18TCS Confidential

TCSL/DT20219197692



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/DT20206918895/Chennai
Date: 09/03/2021

Mr. Jeevaa  Narayanan M S
5/1403Voc 3rd Street,
Thasildhar Nagar,
Madurai-625020,
Tamilnadu.
Tel# 91-9445115254

Dear Jeevaa  Narayanan M S,

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. 

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
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, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). 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 `14,784/- per month. 

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 `5,914/- 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. 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. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. 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. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

This Pay/Allowance shall be treated as productivity bonus in lieu of statutory profit bonus. 

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

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: 
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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. 

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 
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. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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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 60% 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. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme 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 
programme, 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. 

4. 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. 

5. 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. 

6. 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. 

7. 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. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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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. 

9. 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. 

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 clause mentioned below. 

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 are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 
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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
During your tenure with TCSL, either you or TCSL may terminate your traineeship / 
employment under this Agreement by providing 90 days written notice. The company 
reserves the right, to ask you to complete the notice period or adjust the earned vacation 
in lieu of entire or partial notice period. If your services, behaviour and/ or performance 
are not found satisfactory, TCSL may terminate your services by giving notice as 
mentioned herein above. No notice or payment in lieu thereof shall be applicable if your 
services are discontinued/terminated on account of any misconduct either during your 
traineeship period or upon completion of the traineeship period. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 
period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 
terminate the traineeship/appointment by giving 90 calendar days written notice as set out 
in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 
business and current assignment, to ask you to complete your notice period. 

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 
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 
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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)
- 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 
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 *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. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. 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 
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. 
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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

K Ganesan
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 Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=iZ8iZTFZxLx4xpx40LqTpbpFLTL8L8L80bqT96pZq3q6L6L8T86Ti88i6866i38ii48iF6FFiF8


GROSS SALARY SHEET Annexure 1

Name Jeevaa  Narayanan M S

Designation Assistant System Engineer-Trainee

Institute Name Kamaraj College Of Engg. & Tech

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

Retention Incentive NA             0

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

# 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.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

*** 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.

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

Xplore Program. Table 2: TCSL defined structure for BoB (All Components in INR)

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

Confidentiality and IP Terms and Conditions - Annexure 3: 

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. 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. 

8. 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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9. 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. 

10.  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/DT20206641706/Chennai
Date: 09/03/2021

Ms. Chitra Devi G
Plot No:1Karpaga Nagar,
Villapuram,
Madurai-625012,
Tamilnadu.
Tel# -

Dear Chitra Devi G,

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. 

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
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, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). 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 `14,784/- per month. 

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 `5,914/- 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. 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. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. 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. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

This Pay/Allowance shall be treated as productivity bonus in lieu of statutory profit bonus. 

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

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: 
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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. 

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 
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. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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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 60% 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. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 

5TCS Confidential

TCSL/DT20206641706



3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme 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 
programme, 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. 

4. 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. 

5. 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. 

6. 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. 

7. 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. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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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. 

9. 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. 

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 clause mentioned below. 

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 are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 
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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
During your tenure with TCSL, either you or TCSL may terminate your traineeship / 
employment under this Agreement by providing 90 days written notice. The company 
reserves the right, to ask you to complete the notice period or adjust the earned vacation 
in lieu of entire or partial notice period. If your services, behaviour and/ or performance 
are not found satisfactory, TCSL may terminate your services by giving notice as 
mentioned herein above. No notice or payment in lieu thereof shall be applicable if your 
services are discontinued/terminated on account of any misconduct either during your 
traineeship period or upon completion of the traineeship period. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 
period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 
terminate the traineeship/appointment by giving 90 calendar days written notice as set out 
in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 
business and current assignment, to ask you to complete your notice period. 

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 
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 
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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)
- 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 
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 *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. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. 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 
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. 
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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

K Ganesan
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 Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=06qTZbFZbqLiTU6T04qTLbL8FTFFLFL8pUpFZZFZLiL8ZLFZi68iU64U4T446T660ZqT3bxUx6x


GROSS SALARY SHEET Annexure 1

Name Chitra Devi G

Designation Assistant System Engineer-Trainee

Institute Name Kamaraj College Of Engg. & Tech

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

Retention Incentive NA             0

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

# 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.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

*** 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.

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

Xplore Program. Table 2: TCSL defined structure for BoB (All Components in INR)

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

Confidentiality and IP Terms and Conditions - Annexure 3: 

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. 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. 

8. 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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9. 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. 

10.  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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06 September 2021 
 
Venkatesh K. K.

 
Dear Venkatesh,  
  
We are pleased to appoint you as Engineer or in such other capacity as the Management of 
the Company shall from time to time determine, under the following terms and conditions:  
 
1. Appointment:   

 
You will be required to join us on 06 September 2021. 
(The Company reserves the right to advance / postpone the date of joining.) 

  
1.1. Your date of appointment is effective from the date of joining. 

 
2. Code of Conduct: 

 
2.1. The Company may require you, at any time, to perform any other administrative, 

managerial, supervisory, technical or other functions and you will be bound to carry out 
such functions. 
 

2.2. Your individual remuneration is purely a matter between yourself and the Company and 
has been arrived at on the basis of your job, skills, specific background and professional 
merit.  Accordingly your salary and any changes made to it, is strictly confidential, and 
you shall treat it accordingly. 

 
2.3. You shall maintain proper discipline and dignity of your office and shall deal with all 

matters with sobriety. 
 

2.4. You shall maintain and keep in your safe custody such books, registers, documents and 
other papers as may be issued to you or may come in your possession and shall return 
the same when required. 

 
2.5. You shall inform the Company of any changes in your personal data within 3 days of the 

occurrence of such change. Any notice required to be given to you shall be deemed to 
have been duly and properly given if delivered to you personally or sent by post to you 
at your address in India, as recorded in the Company. 

 
 
 



                                                            

                              

2.6. You will observe work timings and holidays as applicable to your location and place of 
work. 

 
 

3. Training & Probationary Period:  
 
3.1  You will be on training for the first 6 months. During the training period, you will be subject 

to assessment at various stages and you are expected to meet the minimum acceptable 
criteria for your continuity in the Company and subject to submission of Provisional 
Degree Certificate (PDC) of the University with 60% or 6.0 CGPA in aggregate.  

 
3.2  Post the above, you will be on probation for the next 6 months. On meeting the minimum 

acceptable criteria and on completion of the probation period, if found suitable in the 
appointed post, you will be confirmed in writing by the Company. The terms and conditions 
of this letter shall continue to bind you or as may be amended by the Company from time 
to time.  

 
3.3  Based on your performance, the Company is at liberty to terminate your services, if found 

unsatisfactory at any time during the Training or probation period, or extended probation 
period, as it deems necessary.  

 
4. Salary: 
 
4.1. During the period of probation you will be entitled to salary and perquisites as detailed 

in the annexure. The Company in writing will communicate any change in compensation 
to you.  

 
4.2. Compensation structure detailed in the attached annexure is for a posting in Chennai. 

The compensation structure is based on location of posting and any change in 
compensation arising out of a change in location of posting will be communicated to you 
in writing. 

 
5. Initial Posting and Subsequent Transfers: 
 

Your initial posting can be at any of our design & development centers in Chennai. You 
will be liable to transfer in such capacity as the Company may from time to time determine 
to any other location, department, establishment, factory or branch of the Company or 
subsidiary, associate or affiliate of the Company in India or abroad without claiming any 
extra remuneration for such transfers.  
 

6. Leave: 
 
6.1. You will be entitled to leave and other benefits in accordance with the rules / policies of 

the Company.  
 
 



                                                            

                              

 
7. Other Work: 
 
7.1. Your position is a full time employment with the Company and you shall devote your 

whole time and attention to the Company's business entrusted to you. You will not take 
up any other work for remuneration (Part-time or otherwise) or work in advisory capacity 
or be interested directly or indirectly (except as shareholder or debenture holder) in any 
other trade or business during the employment with the Company without the prior 
written permission of the Chief Executive Officer of the Company. 
 

8. Termination:  
 
8.1. During the period of training / probation, your services shall be terminable by giving one 

month’s notice or one month's basic pay in lieu thereof on either side at the sole 
discretion of Tata Elxsi management. On confirmation of your services in the Company, 
your services shall be terminable by giving three months notice or three months basic 
pay in lieu thereof on either side at the sole discretion of Tata Elxsi management. 

 
8.2. In the event that you want to terminate your employment with the Company, while on a 

project at customer’s site in India or abroad you be will required to give a minimum of 
90 days notice, to enable smooth transition and transfer of technology. The actual date 
of release will be mutually decided with the consent of the concerned client and your 
superior and the said date of release shall not be unreasonably withheld provided you 
are able to handover charge satisfactorily within the 90 day period.  This minimum notice 
of 90 days cannot be adjusted with payment in lieu of notice period as mentioned in 
clause 8.1 above or adjusted against the Privilege Leave. 

 
8.3. In case during your services with the Company, if you are deputed abroad for Training / 

Developmental program / Participating in Seminar etc., your notice period for resignation 
/ termination during the period of one year after completion of your deputation abroad, 
will be 6 months at the option of the Company. 

 
8.4. You will be liable to termination from service by the Company without notice if: 

a. Any declaration given by you or any testimonials furnished by you to the Company is 
found to be false, or, 

b. You are found to have willfully suppressed any material information, or, 
c. You are found to have been convicted for or indulged in criminal, subversive or immoral 

activities, or,  
d. You are found to have indulged in financial irregularities; or  
e. You breach any of the terms and conditions of your employment as specified in this 

letter, or of any further official communication from the Company.  
 
 
 



                                                            

                              

 
 
9. On Separation: 
 
9.1. On communication of the termination/resignation of your employment with the 

Company, you will immediately give up to the Company before you are relieved, all 
documents of the Company including correspondence, specifications, formulae, books, 
documents, cost data, market data, literature, drawings, effects and shall not make or 
retain any copies of these items.  

 
10. Background Check: 
 
You are advised that, before or after joining the services, the Company or its Client(s) may 
conduct a background check such as past employment, education, financial & criminal check, 
including any other information that has been furnished by you. The Company reserve the 
right to withdraw any offer of employment or terminate your appointment immediately, without 
any liability should the results of your background investigation found negative. 
 
 
11. Intellectual Property and Confidential Information: 
 
11.1. Information pertaining to the Company’s operations and its clients shall remain secret 

and safeguarded by you. On joining the Company, a formal agreement to effect non-
disclosure of confidential information and intellectual property etc. shall be executed by 
you. You will also keep us duly informed if you are bound by any confidentiality 
agreement with any of your previous employers, in which case you shall keep us 
indemnified against any breach thereof by you. Any Intellectual Property or Patents 
developed by you during your service will be the property of Tata Elxsi Limited. After 
leaving the services of the Company, you shall keep confidential and proprietary 
information and technologies, which you were involved with during your service with the 
Company and shall render yourself liable to damages and costs arising out of breach of 
such confidentiality. 

 
11.2. You shall irrevocably, unconditionally and free of any cost, royalty or compensation, 

assign to TEL all rights, title and interests including the transfer rights and Intellectual 
Property Rights in all products, designs, software, all embedded, intermediary, base 
software technology which is created or developed by you during the course of your 
employment.  TEL shall have the right to obtain and hold in its own name, copyrights, 
trade-marks and other applicable registrations and seek such other protection as may 
be appropriate to the work, product and all designs, software created by you and you 
shall also provide TEL or any person designated by TEL all assistance as may be 
required to establish and / or perfect the rights defined in this clause. 

 
 



                                                            

                              

 
 

11.3. Data Protection Regulation- Personal Data: You acknowledge and agree that TEL or 
any of its affiliates or group companies may process your personal data/ sensitive data. 
You also hereby provide explicit consent to the company to transfer such 
personal/sensitive data outside the country in which you are employed.  TEL will process 
your personal data in the performance of a contract as your employer, to ensure to meet 
the employer obligations and the requirements of employment law. Your 
personal/sensitive data as part of legal obligation for business accounting, payroll, tax, 
immigration purposes.  Your personal/sensitive data shall be under legitimate interests 
to carry out background checks as part of our due diligence measures. You hereby give 
your explicit consent to TEL to process such personal/or sensitive data. 

 
 
12. Adhering to Safety Standards: 

 
 

12.1. The Company strives to provide each employee with a safe and healthy work 
environment. Each employee has responsibility for maintaining a safe and healthy 
workplace for all employees by following safety and health rules and practices and 
reporting accidents, injuries and unsafe equipment, practices or conditions.  
 

 
12.2. Violence and threatening behavior are not permitted. Employees should report to work 

in condition to perform their duties, free from the influence of illegal drugs, smoking, 
chewing of tobacco or alcohol. The use of alcohol and/or illegal drugs in the workplace 
will not be tolerated. 

 
 

12.3. Tata Elxsi has implemented its Healthy and Safety process based on ISO 45001. You 
are expected adhere to the Health and Safety Policy and promptly report any potential 
health and safety issues as per the reporting mechanism stipulated under the Health 
and Safety Policy. This act may help us maintain our own safety, as well as the safety 
of our fellow co-workers. 

 
 
13. Protection of Interest: 
 
13.1. If you conceive any new or advanced methods of improving process / formulae / systems 

in relation to the operations of the Company, such development will be fully 
communicated to the Company and will be and will remain sole right / property of the 
Company. 

 
 



                                                            

                              

 
 
14. Client Management:  
 
14.1. On Termination / Resignation of employment for what-so-ever reasons, you will not seek 

employment opportunities with our principals, customers and any other person / entity,  
with whom you had a business relationship / technical engagement within one year from 
your last working day in the Company. In the event the Company is of the reasonable 
opinion that you are terminating your employment with the Company to pursue an 
occupation in violation of this Clause 12, then the Company reserves the right to, at its 
sole discretion, refuse to accept any letter of termination, by whatever name called, of 
your employment with the Company. The Company further reserves the right to 
approach a Court of competent jurisdiction and obtain an injunction preventing you from 
terminating your employment with the Company and/or recover damages there from. 

 
15. Non-solicitation:  
  
15.1. During the period of employment and for a period of two years following your termination 

of employment with the Company, irrespective of the circumstances of or reasons of the 
termination, you will not, directly or indirectly, solicit, hire or employ, or assist anyone 
else to solicit, hire or employ, any other employee of the Company. At no time you may 
directly or indirectly seek to induce any other employee of the Company to leave the 
employment of the Company or to become associated with, or perform services of any 
type for any third party. 

 
15.2. During the period of employment and for a period of two years following your termination 

of employment with the Company, irrespective of the circumstances of or reasons of the 
termination, you will not, directly or indirectly, solicit, induce or encourage any customer 
or vendor of the Company to move his/her existing business with the Company to a third 
party or to terminate his/her business relationship with the Company. 

 
16. Retirement: 
 
16.1. You will retire in the month of your attaining the age of 60 years.   
 
17. Original Certificates: 
 
17.1. You are required to produce Original certificates / testimonials for our reference & 

verification on the day of joining. 
 
18. You are requested to join us on the date as indicated to you in clause 1 of this letter 

(“Date of Appointment”). 
 
 



                                                            

                              

 
 
 
19. Jurisdiction and Dispute resolution:  

 
19.1.  Any dispute which may at any time hereafter arise between the parties hereto, shall be 

referred to a single arbitrator to be appointed by the Company Secretary of Tata Elxsi 
Ltd. in accordance with and subject to the provisions of the arbitration and conciliation  
act, 1996. It shall be open to any one of the parties to move the Company Secretary to 
appoint the arbitrator and refer dispute to arbitration. The decision/award of such an 
arbitrator shall be binding on the parties hereto. The venue of arbitration shall be 
Bangalore. The Courts in Bangalore shall have exclusive jurisdiction to the exclusion of 
all other Courts.  
 

19.2. You will be required to produce one set of photocopies and the originals of certificates / 
testimonials on the day of joining. Photocopies will be retained for our records and 
originals will be returned to you upon verification. 
 

19.3. Please note that while on employment, you will be governed by all Rules and 
Regulations of the Company, which are in force from time to time, and the Company 
shall have the right from time to time to vary or modify any of the terms and conditions 
of service, which shall be binding on you.  
 

We take pleasure in welcoming you to our Organization and look forward to a mutually 
beneficial association. 
 
Wishing you the best in your career, 
 
For Tata Elxsi Limited,  

 
Rajagopalan S. 
Head - Human Resources  
 
Declaration 
 
I acknowledge that I was provided with an unsigned copy of this Agreement in advance of 
signing the same and was accorded ample opportunity to read and seek whatever clarification 
I needed related to the Agreement. I have read and understood the above terms and 
conditions of employment and am accepting the same.  I will be reporting for duty on as 
indicated to me in Clause 1 of this letter (“Date of Appointment”). By signing this Agreement 
I consent to the Company for collecting, retaining and processing my personal/sensitive data. 
 
Date:      Signature: ____________________________      



                                                            

                              

                                                                   
 
                                                                Annexure 1 
 
 
   Annexure to: Venkatesh K. K. 
                                    
   Appointment Letter Dated: 06 September 2021 
 

Name  Venkatesh K. K. 

Level  D 

Designation Engineer 

Location Chennai 

  Amount in INR 

Basic   15,500 
House Rent Allowance   7,750  
Flexible Benefit Plan** 1,912  
Statutory Bonus * 1,400  
   

Monthly Salary 
26,562  

 
  

Deferred Benefits (Annualised)  

Provident Fund (As per the PF Act 1952) 22,320  
Gratuity (As per the Gratuity Act 1972) 8,947  
   

Annual Gross Salary 
  

3,50,011 
 
   Medical Insurance (Hospitalisation) coverage as per Company policy as amended  

   time to time. 

   Group Term Life (Personal Accident + Life Insurance) Coverage as per Company  

   policy as amended time to time. 

  *As per the Payment of Bonus Act 1965 

  **Please refer the annexure for details of FBP 

 
 
  For Tata Elxsi Limited,  

  
  Rajagopalan S. 
  Head - Human Resources  



                                                            

                              

 
 
      Annexure 2 

 
 

Annexure indicating breakup of FBP components applicable to grade “D” 
 

1. Telephone / Cell phone expenses (Not exceeding Rs.15,000/- p.a.). 
 

2. Membership for Technical Societies (not exceeding Rs.6000/- p.a.). 
 

3. LTA (tax free twice in 4 years as per prevailing Income Tax rules). 



Offer: Computer Consultancy
Ref: TCSL/DT20217956092/Ahmedabad
Date: 23/08/2021

Mr. Naveen  S
15-16/8, Narasimapuram 2nd Cross StreetKamarajar Salai,
Saurastra Boys School,
Madurai-625009,
Tamilnadu.
Tel# -

Dear Naveen  S,

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. 

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- 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, it will be construed that you are not interested in this employment and 
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, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore/ TCS Xperience (detailed under 
Terms & Conditions). 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. 
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COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

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 `5,914/- 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. 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. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. 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. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

This Pay/Allowance shall be treated as productivity bonus in lieu of statutory profit bonus. 

Performance Pay will be effective upon successful completion of the TCS Xplore / Xperience 
Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

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. 
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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. 

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 
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. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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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 60% 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. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are 
recommended to enroll for the TCS Xplore Program and start your learning journey with 
TCSL. TCSL will make Xplore program available for you upon your offer acceptance. 

3. 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 Programme 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 
programme, 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. 

4. 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. 

5. 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. 

6. 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. 

7. 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. 

8. 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 
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written permission of TCSL. 

9. 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. 

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 clause mentioned below. 

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 are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

14. Notice Period
During your tenure with TCSL, either you or TCSL may terminate your traineeship / 
employment under this Agreement by providing 90 days written notice. The company 
reserves the right, to ask you to complete the notice period or adjust the earned vacation 
in lieu of entire or partial notice period. If your services, behaviour and/ or performance 
are not found satisfactory, TCSL may terminate your services by giving notice as 
mentioned herein above. No notice or payment in lieu thereof shall be applicable if your 
services are discontinued/terminated on account of any misconduct either during your 
traineeship period or upon completion of the traineeship period. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 
period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 
terminate the traineeship/appointment by giving 90 calendar days written notice as set out 
in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 
business and current assignment, to ask you to complete your notice period. 

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 
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. 
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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)
- 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)
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 *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 
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. 
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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 Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=0bqTqTq6i88iZ0FZFiFF8888iT8iZ4FZ8T883pxUbTLiiL8iZTFZqpq66b664L44bFLii48i646


GROSS SALARY SHEET Annexure 1

Name Naveen  S

Designation Assistant System Engineer-Trainee

Institute Name Kamaraj College Of Engg. & Tech

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

# 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.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore / Xperience Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore / Xperience Program.

*** 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.

Table 2: TCSL defined structure for BoB (All Components in INR)

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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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. 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. 

8. 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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9. 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. 

10.  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/DT20206785957/Chennai
Date: 29/10/2020

Mr. Mareeswaran  K
39Rajaji New Street,
Sattur,
Sattur-626203,
Tamil Nadu.
Tel# -

Dear Mareeswaran  K,

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. 

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
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, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). 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 `14,784/- per month. 

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 `5,914/- 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. 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. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. 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. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

This Pay/Allowance shall be treated as productivity bonus in lieu of statutory profit bonus. 

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

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: 
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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. 

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 
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. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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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 60% 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. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme 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 
programme, 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. 

4. 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. 

5. 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. 

6. 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. 

7. 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. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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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. 

9. 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. 

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 clause mentioned below. 

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 are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 
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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
During your tenure with TCSL, either you or TCSL may terminate your traineeship / 
employment under this Agreement by providing 90 days written notice. The company 
reserves the right, to ask you to complete the notice period or adjust the earned vacation 
in lieu of entire or partial notice period. If your services, behaviour and/ or performance 
are not found satisfactory, TCSL may terminate your services by giving notice as 
mentioned herein above. No notice or payment in lieu thereof shall be applicable if your 
services are discontinued/terminated on account of any misconduct either during your 
traineeship period or upon completion of the traineeship period. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 
period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 
terminate the traineeship/appointment by giving 90 calendar days written notice as set out 
in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 
business and current assignment, to ask you to complete your notice period. 

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 
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 
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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)
- 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 
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 *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. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. 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 
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. 
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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

K Ganesan
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 Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=L9L8i88i9FpZF0FF3pxULFL8xFx4UZ4UiL8iZLFZip8iLpL8LUL8T36TZiFZqbq6qZq6qTq6b8L


GROSS SALARY SHEET Annexure 1

Name Mareeswaran  K

Designation Assistant System Engineer-Trainee

Institute Name Kamaraj College Of Engg. & Tech

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

Retention Incentive NA             0

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

# 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.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

*** 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.

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

Xplore Program. Table 2: TCSL defined structure for BoB (All Components in INR)

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

Confidentiality and IP Terms and Conditions - Annexure 3: 

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. 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. 

8. 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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9. 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. 

10.  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/DT20206756781/Mumbai
Date: 13/08/2021

Ms. Breethi S
4-1/16(1),
Nadarpettai,
Singampunari-630502,
Tamilnadu.
Tel# -

Dear Breethi S,

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. 

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- 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, it will be construed that you are not interested in this employment and 
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, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore/ TCS Xperience (detailed under 
Terms & Conditions). 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. 
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COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

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 `5,914/- 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. 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. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. 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. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

This Pay/Allowance shall be treated as productivity bonus in lieu of statutory profit bonus. 

Performance Pay will be effective upon successful completion of the TCS Xplore / Xperience 
Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

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. 
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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. 

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 
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. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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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 60% 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. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are 
recommended to enroll for the TCS Xplore Program and start your learning journey with 
TCSL. TCSL will make Xplore program available for you upon your offer acceptance. 

3. 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 Programme 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 
programme, 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. 

4. 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. 

5. 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. 

6. 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. 

7. 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. 

8. 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 
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written permission of TCSL. 

9. 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. 

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 clause mentioned below. 

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 are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

14. Notice Period
During your tenure with TCSL, either you or TCSL may terminate your traineeship / 
employment under this Agreement by providing 90 days written notice. The company 
reserves the right, to ask you to complete the notice period or adjust the earned vacation 
in lieu of entire or partial notice period. If your services, behaviour and/ or performance 
are not found satisfactory, TCSL may terminate your services by giving notice as 
mentioned herein above. No notice or payment in lieu thereof shall be applicable if your 
services are discontinued/terminated on account of any misconduct either during your 
traineeship period or upon completion of the traineeship period. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 
period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 
terminate the traineeship/appointment by giving 90 calendar days written notice as set out 
in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 
business and current assignment, to ask you to complete your notice period. 

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 
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. 
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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)
- 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)
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 *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 
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. 
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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, 

12TCS Confidential

TCSL/DT20206756781

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 Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=4344qTq6U64UUq4U6p66xxx40qqT0LqTi48iFLFF9TpZ96pZ3UxUFpFFZqFZ8888qLq6LZL89Fp


GROSS SALARY SHEET Annexure 1

Name Breethi S 

Designation Assistant System Engineer-Trainee

Institute Name Kamaraj College Of Engg. & Tech

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

# 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.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore / Xperience Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore / Xperience Program.

*** 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.

Table 2: TCSL defined structure for BoB (All Components in INR)

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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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. 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. 

8. 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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9. 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. 

10.  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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22-Nov-2021
  
Dear M Gankadevi,
B.E., Electronics & Communication Engineering
Kamaraj College of Engineering and Technology, Virudhunagar
 
Candidate ID – 17342785
  
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 Analyst 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 401,988/-. This includes an annual target incentive of INR 22,500
/- 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. 450,500/-. This includes an annual target incentive of INR 22,500/- as well as Cognizant's contribution
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. Your compensation is highly confidential and if the need
arises, you may discuss it only with your Manager.
 
Please note:
 
1. This appointment is subject to satisfactory background verification including 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 3 months 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  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:
 
a) Cognizant Internship is for approximately 3 to 6 months based on business skilling requirements. The
performance during Internship would be monitored through formal evaluations and rewarded with monthly
stipend. The stipend details would be notified upon your registration for Internship.
 
b) Interns are covered under Cognizant's calendar holidays and need to adhere with attendance
requirements and pre-approvals are to be sought towards unavoidable leave or break requests from the
program.
 
3.2 Continuous Skill Development (CSD) Program:
 
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.
 
3.3 GenC Training Post joining:
 
a) Cognizant continues to invest in skill building of the entry-level talent and GenC training is a formal on-
the-job training offered to trainees based on the business specific skilling needs. The terms and conditions
of this training will be governed by Cognizant GenC program guidelines.
 
b) The Cognizant Internship or the Continuous Skill Development (CSD) completion may qualify as the
entry criteria to the GenC training and is used as basis towards your allocation to projects/roles.
 
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:
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                                                 Compensation and Benefits

Name: M Gankadevi Designation: Programmer Analyst 
Trainee

Sl. No. Description Monthly Yearly

1 Basic 10500 126,000

2 HRA* 6300 75,600

3 Conveyance Allowance* 800 9,600

4 Medical Allowance* 1250 15,000

5 Company's contribution of PF # 1800 21,600

6 Advance Statutory Bonus*** 2000 24,000

7 Special Allowance* 7349 88,188

Annual Gross Compensation 359,988

Incentive Indication (per annum)** 22,500

Annual Total Compensation 382,488

Company's contribution towards benefits (Medical, Accident
and Life Insurance) 19,500

Annual Total Remuneration 401,988

  
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
 
M Gankadevi, 22, 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
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
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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
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
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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
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;
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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
 
e. 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
directions of the Company 
• Violation of non-disparagement obligations
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• 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    M Gankadevi
 
Sign: __________________                                                   Sign: _________________
Name:                                                                                      Name:
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Mr. NavinC 
  2/163,  
  Santhanamari Amman Kovil Street, Kasiyapuram, Nallur (Post), Alanagulam (T.K) 
  Tirunelveli - 627853 
  Tamil Nadu 
  India 
  Ph: (91) 94860 09220 
 

 

Dear Navin, 

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 
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Mr. NavinC 
  2/163,  
  Santhanamari Amman Kovil Street, Kasiyapuram, Nallur (Post), Alanagulam (T.K) 
  Tirunelveli - 627853 
  Tamil Nadu 
  India 
  Ph: (91) 94860 09220 
 

Dear Navin, 
 

Congratulations! We are delighted to make you an offer as Digital Specialist Engineer and your role is 

Digital Specialist Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be September 20, 2021. 

 

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 Period: 

 
The training program will consist of classroom training and on-the-job training. The duration of the 

classroom 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. 

 

Probation and confirmation 

 

You will be on probation for a period of six 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 - III. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working 

days of leave annually, during probation. On confirmation, 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 financial 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.   
 

Agreement: 
 

Our offer to you as Digital Specialist Engineer 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. 
 

 

Compensation and Benefits 
 

Salary 
 

Your Fixed Gross Salary will be INR 41,668 per month. The break-up of your salary has been 

provided in the Compensation Details sheet at Annexure – I. 
 

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 2021-22 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. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 

You will have the flexibility of choosing the components and amounts under such components 
as per the options provided to you on the Company intranet, based on your preferences and 
income tax plans  
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National Pension Scheme 
 

We offer all our India based employees the option to contribute towards the National 
Pension Scheme. This is an optional retirement benefit introduced by the Government of 
India for all its citizens. It enables accumulation of retirement corpus during active 
employment with add-on tax breaks. Please refer to the Information Sheet at Annexure - III for 
more details. 

 

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 
4,00,000 per annum. 

 

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 62,00,000 of which INR 
32,00,000 is covered towards natural death, and INR 30,00,000 towards an accidental death. 
All employees become members of Infosys Welfare Trust, by one-time payment of INR 250 
and fixed monthly contribution of INR 250. 

 

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 months' 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. 
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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. 

 

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 Digital Specialist Engineer is conditional upon your having fully completed your 
graduation / post-graduation, without any active backlog papers and with a pass percentage not lesser than 
as 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, 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. 

 

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 - II). 
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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. 

 

 

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. 

 
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 name Location 
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ANNEXURE –I  

 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. NavinC 

  ROLE Digital Specialist Engineer 

  ROLE DESIGNATION Digital Specialist Engineer 

1. MONTHLY COMPONENTS 

   BASIC SALARY 20,840 

   BASKET OF ALLOWANCES  13,157 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of  Basic Salary) being paid out on a monthly basis) 3,960 

  MONTHLY GROSS SALARY 37,957 

 

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) 208 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary 2,501 

  GRATUITY - 4.81% of  Basic Salary * 1,002 

  FIXED GROSS SALARY (1+2+3) 41,668 

 

  TOTAL GROSS SALARY  41,668 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 

Margin Money 

(To be borne by the 

employee) 

SOFT LOAN 

Fifty Thousand  

(With Security)  

@ 5% 
        

24 

 

Nil 
 Twenty-five Thousand  

(Without Security) 

SALARY LOAN One Month’s Gross Salary 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 
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ANNEXURE II 

 

NON COMPETE AGREEMENT 

 

I, ____________________   do hereby acknowledge and confirm the following: - 

 

(1) I am  accepting  employment  with  Infosys  Limited  (“Infosys”). Now, as per the presents below,  I  agree  

to  the  following  terms  herein, and acknowledge that this is a material condition of my employment with 

Infosys Limited. 

 

(2) I am required, on behalf of Infosys, to provide services to, or solicit business from, various clients of 

Infosys for whom I performed services as a Company employee (each such client hereinafter referred to as a 

“Customer”). 

 

(3) In consideration  of  the  above,  I  agree  that  for  a  period  of  six  (6)  months following  the termination  

of my  employment with  Infosys  for  any  reason,  I will not: 

 

a. accept any  offer  of  employment  from  any  Customer,  where  I  had worked  in  a  professional capacity  

with  that  Customer  in  the  twelve (12)  months  immediately  preceding  the  termination of  my employment 

with Infosys; 

 

b. accept any offer of employment from a Named Competitor of Infosys, if my  employment  with such  

Named  Competitor  would  involve  me having to work with a Customer with whom I had worked in the 

twelve (12)  months  immediately  preceding  the  termination  of  my employment with Infosys. 

 

For the purpose of  this  Non-Compete Agreement,  “Named  Competitor”  shall  mean  the following entities 

and their wholly owned subsidiaries:- 

 

i.  Tata Consultancy Services Limited 

ii.  Accenture Limited 

iii. International Business Machines Corporation 

iv. Cognizant Technology Solutions Corporation 

v.  Wipro Limited 

 

 

Place:                                 Employee Signature: 

 

Date:                                 Employee Name      : Mr. NavinC 

 

 

Acknowledged by Infosys Limited: 
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Mathumathi V, 

102, Nakkeerar Street, 

Virudhunagar. 

 

 

 

Dear Mathumathi, 

 

Welcome to Centizen Inc.! 

 

In our new journey, you will be experimenting and learning while understanding our deeply 

held values and our relationships with our clients that are the cornerstones of our organization. 

 

We look forward to working with you and wish you success in your career with us.  

 

Warm regards, 

 

 

  

A JOSEPH 

Vice President 

Centizen Inc. 
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Mathumathi V, 

102, Nakkeerar Street, 

Virudhunagar. 

 

 

 

Dear Mathumathi, 

 

Congratulations! We are delighted to make you an offer as Software Engineer Intern and your 

role is Software Engineer. 

Here are the terms and conditions of our offer: 

 

Joining 

Your tentative scheduled date of Joining Internship will be 2 December, 2020. In case of 

inconvenience of either parties, adjustments can be made on the joining date. 

 

Location 

Your location of posting is Tirunelveli. 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. 

 

Leave 

You are entitled to Earned Leave for 12 working days annually, right from your date of joining.  

 

Agreement 

Our offer to you as Software Engineer is subject to the execution of the Service Agreement. 

The Service Agreement details i.e., the scope, terms and conditions of your employment, the 

necessary training and the contractual obligations towards Centizen Inc., from the date of your 

joining and up to a period of 30 months including Internship period. 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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Salary 

Your Stipend for the Internship period of first six months will be INR 7,500 per month (if you 

are asked to do internship at home, the stipend will be Rs. 5,000 only) and Total Gross 

Salary for the training period of six months will be INR 15,000 per month. Total Gross Salary 

after training will be INR 25,000 per month. There will be an increment in your salary based 

on your performance after the completion of two years’ service. The break-up of your salary 

has been provided in the Compensation Details sheet in Annexure – I and Annexure – II. 

 

Notice period 

During the service 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 two 

months’ 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 two months’ notice period. Similarly, the 

Company can terminate your services by giving two months’ notice or salary thereof. 

 

Background checks 

The Company may, at its discretion, conduct background checks prior to or after your 

scheduled date of joining. You expressly consent to the Company conducting such background 

checks.  

The Company, at its discretion, may request further validation of the details provided by you. 

If the outcome of the background check is found to be unsatisfactory, we reserve the right, in 

our sole discretion, to withdraw this offer without notice nor compensation or to take any 

appropriate action against you, including, but not limited to termination of your employment. 

 

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 Centizen Inc. 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. 

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. 



 
                                                                                                                                                                    www.centizen.com 

   25, Vinayagar Nagar, Near Jeba Garden, NGO A Colony, Tirunelveli - 7 

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 Tirunelveli, India. 

Please be advised that you, by accepting this offer, hereby give your irrevocable consent to the 

above. 

We welcome you to the Centizen and wish you a rewarding career over the years to come. 

Yours sincerely, 

 

 

A JOSEPH 

Vice President 

 Centizen Inc. 

 

I have read, understood and agree to the terms and conditions as set forth in this offer letter. 

 

Date:  

 

 

Sign your name 

 

 
 

Print your name Location 
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  ANNEXURE – I 

    (Compensation after One Year) 

 

 

 

   ANNEXURE-II 

  (Compensation for the first Six months) 
       

  COMPENSATION DETAILS 
  (All figures in INR per month) 
      

ROLE  Software Engineer 
      

ROLE DESIGNATION  Software Engineer Intern 
       

MONTHLY COMPONENTS      
     

STIPEND PER MONTH  7,500 
    

 

(Compensation for the Training period of Six months) 

  COMPENSATION DETAILS 
  (All figures in INR per month) 
      

ROLE  Software Engineer 
      

ROLE DESIGNATION  Software Engineer Trainee 
       

MONTHLY COMPONENTS      
     

MONTHLY GROSS SALARY  15,000 
    

 

 

COMPENSATION DETAILS   
(All figures in INR per month) 

ROLE Software Engineer 

ROLE DESIGNATION Software Engineer  

MONTHLY COMPONENTS 

BASIC SALARY 21,500 

FIXED DEARNESS ALLOWANCE (FDA)   2,500 

BASKET OF ALLOWANCES (This is to be used towards HRA, LTA, Medical 
Allowance, Children’s Education Allowance, Transport Allowance) 

  1,000 

MONTHLY GROSS SALARY 25,000 

Yearly bonus will be provided based on the individual performance (Variable) 0 to 50,000 Per annum 

Yearly bonus will be provided based on the company performance (Variable) 0 to 50,000 Per annum 
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APPOINTMENT LETTER

October 7, 2021 


Dear Priyadharshini S,


Welcome to Wipro Limited (Company/Wipro) and congratulations on your appointment as Project Engineer. The terms of
your employment with the Company is listed below. Please be informed that the terms may be modified pursuant to
changes in the Company policy updated from time to time. 


1. Appointment Details: 

a. The date of appointment is effective from the date of joining, unless otherwise communicated in writing by the
Company.
 

b. You will be on probation for a period of 12 months from the date of your appointment. On completion of the
probation period, your appointment shall be confirmed at the discretion of the Company based on your performance
and other criteria as applicable to your band and stream. Unless confirmation is communicated in writing, your
probation period shall be deemed to have been extended.
 

c. The retirement age is 58 years.
 

d. You may be transferred to any other location, department, function, establishment, or branch of the Company or
subsidiary, associate or affiliate company ,in such capacity as the Company may from time to time determine. In
such a case, you will be governed by the terms and conditions of service applicable to the new assignment
including compensation, working hours, holidays, leave, people policies, etc.
 

e. 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.
 

f. This offer of appointment is subject to your successful completion of all curricular requirements as laid down by the
University/Institution for award of the degree/diploma and the requirements, including aggregate, specified by the
Company for your role, and any other criteria specified by the Company in terms of your educational qualifications
on/before the date of appointment.
 

g. The copy of this letter duly signed by you, has to be mandatorily submitted on the date of joining,

2. Compensation: 

You will be eligible for:


a. Compensation and benefits in accordance with Annexure III - Salary Offer Sheet.
 

b. Variable Pay - The details of this component are listed in Annexure V. The Variable Pay program may be changed
or modified in part or full thereof from time to time, at the sole discretion of the Company.
 

c. Other compensation and benefits in accordance with Company policy as modified and intimated to you from time to
time.
 

d. Your salary will be reviewed periodically as per Company policy.
 

e. Changes in your compensation are at the Company’s discretion and will be subject to and on the basis of your
effective performance and the performance results of the Company during your period of employment and other
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relevant criteria.

3. Other Benefits: 

You will also be eligible for:


a. Leave, holidays and working hours as applicable to your stream and location of posting.
 

b. Perquisites, if any, as applicable to your band and stream and / or based on functional requirements as determined
by the Company
 

c. Participation in the Company’s Provident Fund Scheme (PF) as per the policies applicable to your band and stream.
 

d. Leave Travel Assistance (LTA) as per the Company’s policy.
 

e. Wipro Medical Assistance Scheme (MAS) provided you are not covered under the purview of the ESI Act.
 

f. Employee Benefits Program sponsored and administered by the Company for management employees, comprising
of pension plan or gratuity plan, survivor benefit plan and industrial injury benefits.
 

g. Please refer to the detailed policies in the Company’s intranet portal i.e. mywipro.wipro.com

4. Responsibilities: 


a. In view of your position and office, you would be expected to perform all responsibilities effectively, diligently and to
the best of your ability and ensure results. There may be times when you will be expected to work extra hours to
achieve the above when the job so requires. At all times, you are required not to engage in activities that have or
will have an adverse impact on the reputation / image and business of the Company, whether directly or indirectly.
 

b. You may be required to undertake travel for business purposes for which you will be eligible for reimbursement of
travel expenses as per the Company policy applicable to you.
 

c. We are committed to ensure 'Integrity' in all aspects of the Company’s functioning. You are expected to comply with
all the applicable policies of the Company including the Code of Business Conduct and Ethics (‘Policies’) as they
form an integral part of the terms of your employment with Wipro. Consequently, you are required to understand the
scope and intent behind these policies and to comply with the same. These Policies are updated / modified on a
periodic basis and new policies may be introduced and notified to employees from time to time and you will be
required to comply with the same.
 

d. Consistent with (c) above, any matter or situation or incident that may arise that could potentially result, or has
resulted, in any violation of the Policies or the terms of your employment, shall immediately be brought to the notice
of your Business Unit Head and appropriate disciplinary action will be initiated.

5. Conflict of Interest: 


a. You are required to engage yourself exclusively in the work assigned by Wipro and you 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 your Business Unit Head.
 

b. 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.
 

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

i. Any employee of the Company to terminate their employment with the Company or to accept
employment with any competitor, supplier or any customer with whom you have a connection
pursuant to your employment with the Company.

ii. Any customer or vendor of the Company to move his existing business with the Company to a third
party or to terminate his business relationship with the Company.

iii. Any existing employee to become associated with, or perform services of any type for any third
party.

d. In case of any conflict or doubt, please discuss the matter with your Business Unit Head, to understand the
Company's position on this and resolve the conflict.
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6. Confidentiality: 


a. 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 the Company. Therefore, please
maintain all Confidential Information as defined from time to time in the Confidentiality Policy of the Company, 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 the Company and in the course of your employment. This
covenant shall endure during your employment and beyond the cessation of your employment with the Company
(irrespective of the circumstances of, or the reasons for, the cessation).
 

b. In your work for Wipro, you will be expected not to use or disclose any confidential information, including trade
secrets, of any former employer 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 the Company.

7. Assignment of Intellectual Property 


In connection with your employment and during the term of your employment, 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.


8. Non-Compete 


In the course of your employment with the Company you will be providing services to customers or clients of the Company
during which process you will be handling sensitive information including but not limited to key customers of the Company,
competitor information, customer sensitive information (‘Confidential Information’). You acknowledge and recognize that
Confidential Information available to you, if leaked, would cause irreparable harm to the Company and its protection is of
utmost importance to the Company. You confirm that for a period of six (6) months after separation of your employment
from the Company (irrespective of the circumstances of or the reason for the separation), you will not accept any offer of
employment from a customer or client with whom you have interacted or worked in a professional capacity representing
the Company during the six (6) months preceding the date of separation.


9. General: 


This offer of appointment is subject to the precondition that you have not provided us with any false declaration and/or
documentation or willfully suppressed any material information. If at any point of time, it is brought to our notice that you
have submitted fabricated documentation or made false representation or willfully suppressed material information, you
shall be liable to be removed from service with immediate effect and the Company reserves its right to initiate appropriate
action as per applicable policy and /or enforce remedies available to us under law.


Please note that you are required to inform us if there are any agreements, oral or written, which you have entered into
and which may relate to or affect your commitments under this employment contract.


a. You acknowledge that you have understood the terms of this employment contract and that you are aware that the
specific performance of the terms of this employment contract may be enforced legally, if required. In this
connection, if any of the provisions of this letter of appointment 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.
 

b. These employment terms supersede and replace any existing agreement or understanding, if any, between the
Company and you on the same subject matter.
 

c. You warrant that you are not prevented by any court or by any other administrative or judicial authority or order from
providing the services required under this employment contract. 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.
 

d. Your appointment shall be treated as withdrawn in case:

i. You have not scored minimum aggregate marks of 60% in your 10 th Standard or equivalent
education.

ii. You have not scored minimum aggregate marks of 60% in your 12 th Standard or equivalent
education.

iii. For Graduates: You have not scored minimum aggregate marks of 60% in your graduation.

iv. For Post Graduates: You have not scored minimum aggregate marks of 60% in your graduation
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and 60% in post-graduation.

v. You have any pending backlogs/ arrears on the date of appointment.

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


10. Training Agreement: 


As part of your smooth transition from campus to corporate, the Company shall be providing you extensive training through
learning interventions from the time of your selection to on-boarding. You shall be provided an opportunity to learn in Pre-
Joining programs, Self-directed learning modules, MOOCs, in-classroom learning, on-the-job training, Top Gear modules,
and / or customer specific tools and technology learning. Through this extensive training the Company makes significant
investment for your project readiness and successful journey in the projects. In consideration of the Company reposing
confidence in you and providing you with the opportunity to undergo the training as detailed above and in consideration of
the company bearing all the costs in connection with the training besides paying you normal salary and benefits, you
solemnly agree to complete the training and continue your employment with the company for a period of at least 12
months commencing from the date of your joining. In case you choose to leave the Company before the expiration of the
said period or if your services are terminated before the expiration of the said period, for any reason whatsoever, you shall
be liable to pay to the Company liquidated damages of up to Rs. 75,000/-(Rupees Seventy Five Thousand only) in the
manner defined in the training agreement, signed by you with the Company.


11. Notice Period & Termination: 


Your employment with the Company shall be terminable, without reasons, by either party giving one-month notice during
probationary period and three months’ notice on confirmation. The Company reserves the right to pay or recover salary in
lieu of notice period. Further, the Company may at its discretion relieve you from such date as it may deem fit even prior to
the expiry of the notice period. However, if the Company desires you to continue the employment during the notice period
you shall do so. Notice period and termination of employment contract shall be governed by the applicable internal policies
of the Company as updated from time to time.


On acceptance of separation notice, you will immediately hand over to the Company before you are relieved, all
correspondence, specifications, formulae, books, documents, cost data, market data, literature, drawings, effects and
comply with all the relieving formalities required by the Company. Further, you shall not make or retain any copies of these
items.


12. Pre Joining Program (PJP): 


During the time period between your offer and onboarding, the Company will provide you an online, self-directed learning
opportunity through a Pre Joining Program(PJP). You will be given a specific technology track to learn and we urge you to
utilize this opportunity to gain hands-on experience so as to enable you to obtain a suitable project. 


Please confirm that the above terms and conditions are acceptable to you and that you accept the appointment by
submitting a signed copy of this letter of appointment with your original signature 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 employment on the terms and conditions herein. 


I shall be reporting for duty on 

 
ANNEXURE I 
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DECLARATION ON CONFLICT OF INTEREST

Wipro Limited has adopted a conflict of interest policy in respect of its employees. This policy is intended to avoid conflict
between the personal interest of an employee and the interest of the company in dealings with suppliers, customers and all
other organizations or individuals doing or seeking to do business with the company. 


Noted below are a few examples of conflict of interest: 


a. For an employee or any dependent member of his family to have an interest in any organization, which has
business dealings with the company where there is an opportunity for preferential treatment to be given or received,
except where such an interest comprises of securities in widely held corporations which are quoted and sold in the
open market or the interest is not material.
 

b. For an employee or any dependent member of his family to buy, sell or lease any kind of property, facilities or
equipment from or to the company or any affiliate or to any company, firm or individual who is or is seeking to
become a contractor, supplier or customer, except with the knowledge and consent of top management.
 

c. For an employee to serve as an officer, director or in any other management capacity or as a consultant of another
company or organization doing or seeking to do business with the company or an affiliate except with the
knowledge and consent of top management.
 

d. For an employee to use or release to a third party any data on decisions, plans, competitive bids or any other
information concerning the company, which might be prejudicial to the interest of the company.
 

e. For an employee or any dependent member of his family to accept commission, a share in profits or other
payments, loans (other than with established banking or financial institutions), services excessive entertainment
and travel or gifts of more than nominal value from any individual or organization doing or seeking to do business
with the company.

I have read the above mentioned 'Conflict of Interest' policy and I declare that there is no 'Conflict of Interest' in my
employment. If in future any conflict arises, I will immediately inform my supervisor and notify the top management.

 
Compliance to Company’s Code of Conduct to Regulate, Monitor and 

Report Trading (Code) by Insiders

Insider Trading is prohibited by both Law as well as by Wipro Limited’s (hereinafter to as the “Company”) internal policy.
Insider trading generally involves the act of subscribing/buying/ selling or dealing in the Company’s Securities, while in
possession of any Unpublished Price Sensitive Information (hereinafter referred to as “UPSI”) about the Company. It also
involves disclosing or procuring any UPSI about the Company to/from others who could subscribe or buy or sell or deal in
the Company’s Securities.


As an employee of the Company you are considered as an Insider and accordingly advised as below:


1. Trading when in possession of UPSI: Employees are strictly prohibited from trading in the Securities of the Company
when in possession of UPSI concerning the Company. Trading in securities of the Company is also prohibited for certain
designated employees when the trading window is closed. For details please contact: policyclearinghouse@wipro.com.


2. Communication or procurement of Unpublished Price Sensitive Information (UPSI): Employee shall seek, communicate,
provide or allow access to “UPSI of the Company to others only for legitimate purposes, performance of duties and
discharge of legal obligations and strictly on a need to know basis. Employees are strictly prohibited from the following:


a. Counseling or disclosing or communicating UPSI to any other person including spouse and/or relatives, except on a
need to know basis.
 

b. Counseling as well as expressing opinions or making any recommendations to any person on the Securities of the
Company when in possession of any UPSI.
 

c. Unauthorized disclosure or communication of UPSI.
 

d. Procuring any UPSI from others

3. Individual and Personal Responsibility: As per the Code, Company can take appropriate actions like wage freeze,
suspension, termination of employment on employees involved in Insider Trading. Insider trading also attracts severe civil
and criminal penalties not only on the Insider but also on the Company in certain circumstances. The penalties levied on
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the employee will not be borne by the Company and the employee individually is responsible.


4. Disclosure requirements: Every employee of the Company and their Immediate Relatives shall disclose to the Company
the number of securities acquired or disposed of within two trading days of the transaction if the value of the securities
traded, whether in one transaction or a series of transactions over any calendar quarter, aggregates to a traded value in
excess of ten lakh rupees. For more details on procedures and guidelines, employees are requested to refer the
Company’s Code of Conduct to Regulate, Monitor and Report Trading by Insiders. Or write to
policyclearinghouse@wipro.com.

 
ANNEXURE II 

PERSONAL INFORMATION AS REQUIRED UNDER INFORMATION TECHNOLOGY ACT, 2000

I Priyadharshini S, confirm that I am voluntarily sharing my Personal Information including documents with Wipro Limited
(‘Wipro’) for the following purposes:


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

b. processing my job application including background verification checks;
 

c. employment-related actions including record keeping, processing compensation and benefits and any action
required in the context of my employment with Wipro.

In this context, I also agree to the retention of such Personal Information including documents 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 including documents, relating to me that is available with
Wipro and is capable of identifying me.”

 
ANNEXURE III 


SALARY OFFER SHEET

Name: Priyadharshini S

Position: Project Engineer Career Group: TRB - II

 

You shall receive salary as detailed below.

COMPONENT AMOUNT (INR)

Basic 11,670

HRA 5,835

Bonus 2,334

Wipro Benefits Plan (WBP) 4,849

Total Fixed Cash 24,688

PF (Employer Contribution) 1,800

Gratuity (5.31% of Basic) 620

Total Fixed Compensation 27,108

Other Compensation Benefits  

Health benefit (Medical) 600

Variable Pay  

Target Variable Pay 1,459

Target Cost to Company per month 29,167

mailto:policyclearinghouse@wipro.com
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Total Cost to Company per annum 3,50,004

*Notional sum indicating contribution of 5.31 % of your basic towards provision of Gratuity. Employees will be eligible for
payment of gratuity as per the Wipro Policy for the same. 


Apart from the standard salary components, Project Engineers are also entitled to the following unique Company
Benefits to help you manage during exigency.


a. Onetime Interest free loan of Rs. 20,000/- towards housing deposits or towards purchase of a two wheeler
b. Onetime Interest free contingency loan of lesser of Rs. 50,000/- and 2 months gross towards housing deposits or

illness, death in immediate family or self-marriage
c. Medical assistance of Rs.15,000 per annum for employees who are not covered under the ESI scheme.
d. Medical Insurance Coverage up to Rs 2lac per annum.

 
ANNEXURE – IV

I hereby confirm that I shall submit the required academic certificates 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 employment is
subject to my aggregate meeting the Company’s 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 immediate termination of my
employment with the Company.

 
ANNEXURE – V 

Variable Pay - A BRIEF OVERVIEW

Variable Pay Policy Summary & Computation: 


Variable Pay is a variable component in your salary stack which would be paid out on a quarterly basis. It would be linked
to the following parameters:


For employees joining in billable roles, variable pay will be linked to Individual billability, i.e. the number of days employee
is billed in a quarter. This factor is applicable only for employees joining in billable roles in Bands Team Rainbow, A1, A2,
A3, B1, B2 and B3 and who have variable pay as part of their salary stack. 


For employees joining in above Bands in Support roles and central functions, and who have variable pay as part of their
salary stack, variable pay will be linked to company’s financial parameters. Financial metrics is linked based on specific
role for each employee in each quarter, as per the respective financial year policy.


The Variable Pay program may be changed / altered or modified in part or full thereof from time to time, at the sole
discretion of the management. It is mandatory for you to complete the quarter for which the Variable Pay applies i.e. you
should be on the rolls of the Company on the last working day of the quarter to be eligible for payout under the program. 


The detailed policy will be made available on myWipro->myPolicies->Common Policies Across Countries->my Financials-
>Variable Pay Policy FY 2021-22.

 
SOME ADDITIONAL INFORMATION ON THE SALARY OFFER

Basic, Additional Allowance and Bonus 

This are fixed monthly components of your salary and are taxable. They do not vary every month, and are fixed for a
particular period.


House Rental Allowance: 

HRA is given to the extent of 50% of your Basic. HRA exemption is applicable as per IT rules on submission of rent
receipts.


Wipro Benefit Plan (WBP): 
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Wipro Benefits Plan (WBP) is basket of various allowances/ expenses considered for Income Tax exemption. Under WBP,
you will be granted Leave Travel Allowance and Education Allowance. Benefits regarding the use of Telephone/Mobile
phone, Non-transferable Meal card can also be availed under the Plan. The actual expenses incurred towards these
components are eligible for exemption as per the prescribed Income Tax rules applicable. Thus, you will be subjected to
tax for the portion of the allowances that is not exempt. The Income Tax exemption for benefits availed are subject to
submission of proofs or other conditions as may be prescribed in this policy. Wipro will grant a Group Allowance, which will
be computed after reducing the aggregate cost of allowances/benefits availed under WBP and related recovery of
Perquisite Tax and associated charges. Following are your WBP Entitlements: 


1. Leave Travel Allowance: 

New employees are eligible for LTA provided leave is taken as per the rules of Wipro. For details on Income Tax
exemption please refer to myWipro on joining. The maximum LTA that can be considered for IT exemption is Rs
50,000. 


2. Telephone/Mobile Phone Allowances: 

The amounts paid by you towards telephone rentals (both landline and mobile) rentals are also towards broadband/
modem hub/ routers/ GPRS etc. for internet usage plans are eligible for IT exception up to Rs. 19,800 per annum
under WBP as per prescribed limit in the policy. No expenses in respect of rentals or other charges for pre-paid
connections will be eligible under this head. 


3. Non-transferable Meal card: 

An amount of Rs. 1100 / 2,750 per month towards purchase of Non-Transferable Meal card is eligible for IT
exemption under WBP. 


4. Education Allowance: 

An amount of Rs.100 (additional 300 in case of child in hostel) per child per month up to a maximum of 2 children is
eligible for IT exemption under WBP. 


5. New Pension System: 

You can contribute between 5% up to 10% of your Basic towards NPS and declare it under WBP. This will be over
and above Sec 80C investments.

Retirement Benefits: 

It consists of:


a. Provident fund- Where basic is higher than INR 15,000- 12% of your Basic towards Provident Fund. In cases
where basic is lower than INR 15,000- Minimum of 12% of (Basic + WBP + Additional (Where applicable) or INR
1800 pm
 

b. Notional sum indicating contribution of 5.31 % of your basic towards provision for gratuity.

Employees will be eligible for payment of gratuity as per the Wipro policy on the same.
 

Travel, Accommodation, Food & Other Miscellaneous Expenses

Travel

a. 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 salary. You may utilize this amount towards Travel and you would not need to submit bills towards
usage of this amount. 


b. 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
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a. You would be entitled for Rs.1000 per day for 8 days (total amount of Rs.8,000) 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 salary and you would not need to submit bills towards usage
of this amount. 


b. 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:


i. 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.


c. 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. 


d. 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.

 
SUMMARY  SOCIAL SECURITY & OTHER BENEFITS*

Medical 


1. Medical Assistance Program (MAS)**: This is a medical scheme covering you, your spouse and your children to the
extent of Rs.15000 per annum. This scheme is not applicable for employees covered under the Employee
State Insurance Act (ESI). This limit will be prorated based on your joining and exiting months in a financial year.
The amount mentioned as Medical allowance in your salary stack is a notional figure and it indicates average
outflow per month and per employee towards MAS. Medical is a reimbursable amount, i.e., it will be paid at actuals
on making a claim. 


2. Mediclaim: 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 payroll depending on your marital/family status
towards the base sum insured premium,10% of the claim amount has to be borne by you.


If you wish to enhance the coverage, Top up cover options are also available for a highly negotiated premium. More
details on the policy are available on My Policies Section in myWipro which is accessible on joining.


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 renewal timelines.


3. Annual Health check: Company paid Annual health check-up program is available for employees above 40 years of
age. 

Gratuity Benefit**: Up to Rs. 20,00,000


This provides you a lump sum benefit up to a maximum of INR 20 LPA to be calculated and payable as per applicable laws


Survivor Benefit Pension Program**: 


The Survivor Benefit Plan's objective is to provide a monthly income to the surviving spouse and children of an employee,
in the unfortunate event of death while in service. The pension payable is based on last drawn basic salary at the time of
death, number of years till retirement, number and age of surviving members.


E.g. If an employee is in Grade B3 with basic of Rs. 15,000 per month and the remaining period before retirement at time
of his death is 20 years and he has a surviving spouse and two eligible children, the supplementary Pension payable per
month would be as follows: Basic * No of years to Retirement * Grade Factor * % based on number and age of surviving
members.


I.e. 15,000 x 20 x 2.7%* x 80% = Rs. 6,480 per month as supplementary pension payable. *Grade Factor is a band
specific predefined pension Accrual rate.


Loans:
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Interest Free Loan: An interest free loan of Rs. 20,000 as per policy is available to facilitate your settling down. The amount
is primarily intended to cover housing deposit/assistance towards purchase of two wheeler. This is recovered in 10 equal
installments.


Contingency Loan: An Interest free contingency loan of Rs. 50,000 or two months monthly gross whichever is lower as per
policy can be availed in case of contingency. This would be recovered in 20 equal installments. Any loan taken above Rs.
20,000 will be liable to tax on the notional interest cost as per CBDT rules.


** These benefits are subject to the terms and conditions of the company policy and cannot be converted to fixed cash.


1. Your Life and Accident Cover :


a. Group Personal Accident Insurance (GPAI) Program: Rs. 12,00,000 Through GPAI you are covered by way of
round-the-clock risk coverage against any accidents occurring while at work or outside of work resulting in partial or
total disablement or casualty. Employees can also get an extra coverage for a nominal and highly negotiated
premium. 


b. Group Term Life Insurance: Rs. 14, 00,000 in the unfortunate event of death on account of either accidents or
natural causes, your surviving family members would be eligible for an insurance cover under this policy. This sum
insured is inclusive of cover as per EDLI (Employee Deposit Linked Insurance). Employees can also get an extra
coverage for a nominal and highly negotiated premium.


Please note: More details on the above mentioned policies are available on My Policies Section in My Wipro
accessible on joining. Access through My Wipro -> My Policies ->India > My Financials -> Group Life Insurance/
Personal Accident 


The policies mentioned here are policies of the Company as on date, this is subject to change in future as per
policies of the Company from time to time.

2. Voluntary Superannuation Policy (VSS) 


Wipro Voluntary Superannuation Plan offers an easy and convenient way to help you lead a happy and tension free life by
planning your retirement. Starting contribution to pension plan at an early age gives you enough time to contribute towards
building your retirement corpus and leverage the compounding interest earned by the corpus year on year. You simply
have to choose the scheme that suits your investment horizon and risk tolerance. 


A voluntary defined contribution Plan wherein you will have an option to enroll and choose your Pension Service Provider
(PSP) within 30 days from the date of joining the company. 


We currently have tie-ups with two leading PSPs to manage the superannuation funds. LIC & ICICI offer a superannuation
scheme which offers interest on accumulated balance every year. ICICI Prudential also has an Unit Linked Superannuation
scheme which offers you a market linked return, range of fund options to suit your risk appetite & transparent fund
management. 


The enrollment option can be exercised only once in the service with the organization and cannot be reversed once made.
VSS enrollment window period will, also, be available once every financial year. The Company, on behalf of the member
employee, shall contribute 15% of basic salary, towards the scheme selected by the member. In case 15% of basic
exceeds Rs.1,50,000 per annum, member employee will have an option to restrict the contribution to Rs.1,50,000 per
annum to avoid perquisite tax (perquisite tax is applicable on contributions exceeding Rs.1,50,000 every year).


Annual pension contribution amount is re-adjusted from fixed cash component and will reflect under ‘Pension’ component
in the salary stack of the enrolled member. The accumulated contribution amount and the interest earned (or the corpus)
can be utilized to avail the retirement benefits. 


For further clarity, please refer the Policy on My Wipro -> My Information Sources > India -> My Financials-> Deferred
Benefits-> Voluntary Superannuation Scheme. After reviewing the related documents if you wish to enroll into VSS, please
log onto My Wipro-> My data->My Financials-> Pension, and exercise the option within 30 days of joining the Company. In
case you miss enrolling into VSS in this window period, you can do the same in the window period that is available for all
employees once every financial year.


 Accept             Decline

 Signature Priyadharshini S 7/10/2021 6:41 PM 

(checking the checkbox above is equivalent to a handwritten signature)
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APPOINTMENT LETTER 

 
4 December, 2021

Dear Amusalni M,
 
This is with reference to discussion you had with us recently. We are pleased to offer you 
the position of a Associate Analyst on the following terms:
 
1. Place of Employment and Timing: 

1. Your initial place of work will be at IN-Chennai. However, your services are 
transferable, and may be assigned, after reasonable notice, to any location in India 
or abroad where the company or its affiliates conducts business. The duties to be 
performed by you hereunder shall be performed in such locations as are reasonably 
necessary or appropriate to carry out your duties hereunder, subject to reasonable 
travel requirements on behalf of the Company from time to time.

2. You will be expected to attend office - except when traveling on business during 
working hours/shifts as may be decided by the Company.

 2. Compensation and Benefits: 

1. Compensation.  As compensation for services to be rendered pursuant to this   
letter, the Company shall pay you an annual basic salary of Rs 146800. Other 
allowances / reimbursements as due to you are detailed in Annexure I.

2. You will be provided with a Comprehensive Medical Insurance and will also be 
covered under the Group Personal Accident Insurance, while on Company business.

3. You will be provided with Retirement Benefits namely, Provident Fund and Gratuity, 
in accordance with the laws of the country, and/or, as per company policy.

4. Your compensation shall be reviewed on the basis of merit and will be at the sole   
discretion of the company.

3. Reimbursement of Expenses:

The Company will reimburse you for reasonable travel, and other business expenses 
incurred in connection with the performance of your duties hereunder, in accordance with 
the policy of the Company with respect thereto.
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4. Leaves: 
You shall be entitled to reasonable periods of leave as per company policy (to be taken by 
agreement with the Company) with full pay. Entitlement & accumulation of the leave will 
be as per company policy. 

5. Term: 

Employment period shall commence on 6 December, 2021 and you will be on probation 
for a period of six months from the date of your joining the company. During this time, 
your appointment is terminable by one month’s notice by either party or one month’s 
salary in lieu thereof:

1. You will be deemed to continue on probation until you are confirmed, and the 
confirmation is communicated to you in writing. After confirmation, your 
appointment is terminable by two months’ notice by either party or two months’ 
salary in lieu thereof. Wipro reserves the right to pay or recover salary in lieu of 
notice period. Further, the Company may, at its discretion relieve you from such 
date as it may Deem fit even prior to the expiry of the notice period given by you. 
However, if the management desires you to continue the employment during the 
notice period, you shall do so.

2. During the term of employment, your performance and suitability for the roles will 
be continuously monitored and evaluated. Given the nature of your role, which is 
dependent on customer requirement, you would have to clear assessments 
prescribed by Wipro from time to time. In the event you fail to meet the prescribed 
measurement criteria as defined for your Process/Function or there is no suitable 
role available for you based on company requirement, the company reserves the 
right to terminate your employment in accordance with the bench policy. If you 
remain absent from work without authorization or reasonable explanation for more 
than seven consecutive working days, it will be presumed that you are no longer 
interested in working for Wipro and have voluntarily abandoned your services. In 
such a case, your employment with Wipro will stand terminated. In the event of 
termination of employee’s services arising out of integrity, misconduct & 
disciplinary proceedings, no notice will be required from the company’s side.  In 
such case, you will not be entitled to any statutory compensation

6. Retirement: 

You will automatically retire on attaining the age of 58 years. You may be retired earlier if 
found medically unfit.
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7. Confidentiality:
 

1. During the course of its business, the Company is required to keep confidential, the 
information about its Customers and itself and for that purpose to ensure the same 
from each employee assigned to perform services for the Company/its Customers 
and each employee who obtains or is in a position to obtain any information or 
materials.

2. During the normal course of business, it may be imperative to record / monitor all 
calls made by you in order to assess quality, as applicable. This clause by no means 
would impede upon your working ability / capacity and should be taken in light of 
company procedures and policies.

3. You shall therefore regard and preserve as confidential all information related to the 
business and activities of the Company as well as its Customers, their clients, 
suppliers and other entities with whom they do business which may be obtained
by them from any source or may be developed as a result of any of the said 
agreements with the Company’s Customers. You shall hold such information in trust 
and confidence for them and not disclose any such information to any person, firm 
or enterprise, or use any such information for your own benefit or the benefit of any 
other party, unless authorized by the Company.

4. You shall not directly or indirectly, engage or assist others to engage in, any activity 
or conduct that violates the provisions of this Clause.

5. You acknowledge that the information, observations and data concerning the 
Company and/or the Customers provided to you, is and shall continue to be the 
property of the Company and/or its Customer’s, as the case may be and that you 
shall not be entitled to any right or license in relation to the said information, nor 
shall you copy, reproduce, publish, distribute, adapt, modify or amend any part 
thereof, without the prior written consent of the Company/the Customers, as the 
case may.

6.  You are not a party to or aware of any agreement, obligation or restriction that 
prevents or prohibits you from complying with these obligations and you agree to 
take any other steps reasonably required and/or appropriate to ensure compliance 
with the obligations set forth herein.

7. You understand that if you threaten to or actually breach or fail to observe any of 
the obligations set forth in this Clause, Company will be subject to irreparable harm, 
which will not be adequately satisfied by damages and you therefore agree that the 
Company shall be entitled to injunctive relief and/or any other remedies permitted, 
to ensure and enforce your compliance with these obligations in the unlikely event 
you do not comply with them; provided, however, that no specification herein of 
any a particular legal or equitable remedy shall be construed as a waiver, prohibition 
or limitation of any legal or equitable remedies available to the Company.

8. You shall deliver to the Company upon cessation or termination of your 
employment, or at any other time the Company may request, all memoranda, notes, 



Signed by Amusalni M | amusalnim@gmail.com | 04-12-2021 11:47:24 AM IST | 106.211.214.196

plans, records, reports, computer tapes and software and other documents and data 
(and copies thereof) relating to the said, or the business of the Company or any 
affiliate or its Customers which you shall then possess or have under your control.

You agree that, notwithstanding the cessation or termination of your Employment, the 
confirmations and undertakings under this Clause shall always continue in full force and 
effect.
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8. NONCOMPETE
 
In the course of your employment with Wipro you will be providing services to customers 
or clients of Wipro during which process you would be handling sensitive information 
including but not limited to information of key customers of Wipro, competitor 
information, customer sensitive information ('Confidential Information'). You acknowledge 
and recognize that Confidential Information available to you, if leaked, would cause 
irreparable harm to Wipro and its protection is of utmost importance to Wipro. You 
confirm that for a period of six (6) months after separation of your employment from 
Wipro (irrespective of the circumstances of or the reason for the separation), you will not 
accept any offer of employment from a customer or client with whom you have interacted 
or worked in a professional capacity representing Wipro during the six (6) months 
preceding the date of separation.

9.   Whilst employed by the company, you:
 

1. Will not engage in any external activities of a commercial nature
2. Will not engage in any activity of a non-commercial nature without prior written  

approval of the Company.
3. Will be required to effectively carry out all duties and responsibilities assigned to 

you by your supervisor and others authorized by the Company to assign such
duties and responsibilities.  Your performance will be subject to annual appraisal by 
your supervisor.

4. Will be required to apply and maintain the highest standards of personal conduct 
and integrity and comply with all Company policies and procedures.

5. You agree that you shall not directly or indirectly, share, discuss your compensation 
details, in full or part, with any person in or outside the organization other than 
those authorized to do so.

6. Will maintain best standards of personal health and should necessarily be medically 
fit to perform your duties

Other Provisions 

1. Language.  This appointment letter was originally drafted in the English language.  
If it is translated into any language other than English, the provisions of the original 
English language version shall control in the case of any asserted conflict in terms. 

2. Governing Law.  This appointment shall be governed by and interpreted in 
accordance with the laws of India.

3. You shall be governed by the “Service Agreement” as applicable to you

It is understood that your date of joining Wipro HR Services India Private Limited, will 
not be later than 6 December, 2021 failing which this offer will automatically stand 
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revoked without any further notice.  Please sign and return the duplicate copy of this letter 
in token of your acceptance of the terms described in this letter. 
 
We wish you a long and mutually beneficial association with us.
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Yours faithfully,
For Wipro HR Services India Private Limited.

 
  
I accept the terms of this letter.   

                                                                                            
Signature: E-Signature Signature

Date: E-Signature Date
 
Name: Amusalni M
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ANNEXURE I

 
Name Amusalni M

Designation Associate Analyst
Date Of Joining 6 December, 2021
Level AA
Basic 146800
House Rent Allowance 73400
Bonus 29360
WBP 88779
PF 21600
Gratuity 7061
Target Cost To Company (per 
Annum) 367000

 
**Provident fund- Where basic is higher than INR 15,000 p.m.- 12% of your Basic towards 
Provident Fund. In cases where basic is lower than INR 15,000 p.m.- Minimum of 12% of 
(Basic + WBP + Additional (where applicable) or INR 1800 p.m.

**You may be entitled to Shift Bonus as per applicable policies. The said Shift Bonus may 
range from Rs. 0 to Rs.1250 per month for domestic accounts and from Rs. 0 to Rs. 2500 
per month for international accounts. The Shift Bonus shall be subject to applicable taxes.
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ANNEXURE II

CONFLICT OF INTEREST 

Wipro HR Services India Private Limited has adopted a conflict of interest policy in 
respect of its employees. This policy is intended to avoid conflict between the personal 
interest of an employee and the interest of the company in dealing with the suppliers, 
customers and all other organizations or individuals doing or seeking to do business with 
Wipro. 
Noted below are a few examples of 'conflict of interest': 

1. For an employee or any dependent member of his family to have an interest in any 
organization, which has business dealings with the company, where there is an 
opportunity for preferential treatment to be given or received, except where such an 
interest comprises securities in widely held corporations which are quoted and sold 
on open market or the interest is not material.

2. For an employee or any dependent member of his family to buy, sell or lease any 
kind of property, facilities or equipment from or to the company or any affiliate or 
to any company, firm or individual who is or is seeking to become the contractor, 
supplier or customer, except with the knowledge and consent of top management.

3. For an employee to serve as an officer, director or in any other management 
capacity or as consultant of another company or organization doing or seeking to 
do business with the company or an affiliate except with the knowledge and 
consent of top management.

4. For an employee to use or release to a third party any data on decisions, plans, 
competitive bids or any other information concerning the company, which might be 
prejudicial to the interest of the company.

5. For an employee or any dependent member of his family to accept commission, a 
share in profits or other payments, loans (other than with established banking or 
financial institutions), services, excessive entertainment and travel or gifts of more 
than nominal value from any individual or organization, doing or seeking to do 
business with the company.

I have read and understood the above mentioned 'Conflict of Interest' policy and I declare 
that there is no 'Conflict of Interest' in my employment. If in future any conflict arises, I will 
inform top management. 
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ANNEXURE III

 
PERSONAL INFORMATION AS REQUIRED UNDER INFORMATION TECHNOLOGY ACT 

2000
 
I Amusalni M, confirm that I am voluntarily sharing my Personal Information with Wipro 
HR Services India Private Limited ('Wipro') for the following purposes: 

1. Validating my Curriculum Vitae and retaining records on the same for any future 
reference/verification

2. Processing my job application including background verification checks and medical 
checks

3. Employment-related actions including record keeping, processing compensation 
and benefits and any action required in the context of my employment with Wipro.

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. 
 
 
Name: Amusalni M
 
Signature: E-Signature Signature
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ANNEXURE IV

 
CONSENT FOR RANDOM OR REASONABLE SUSPICION DRUG TEST

 
I am aware that Wipro has a policy which stipulates that employees while at work cannot 
be under the influence of any narcotic drugs, psychotropic substances and/or alcohol so as 
to ensure a healthy work force. To ensure the adherence of this policy, Wipro might be 
required to collect specimen of employee’s hair, urine, blood, or any other relevant bodily 
sample, as may be required  (hereinafter the “Sample”) and submit it for drug test 
screening (hereinafter “Test”).
 
I hereby Amusalni M, consent to allow Wipro HR Services India Private 
Limited (hereinafter “Wipro”) to collect Sample from me for the Test.
 
In furtherance of the above stated:

1. I understand that the Test shall be conducted on random basis without any 
prejudice to anyone.

2. I authorize Wipro to share the Sample with Wipro’s authorized vendor for the 
purpose of processing the Sample and making the result available to Wipro.

3. I understand that Wipro provides adequate security measures to safeguard the 
information resultant from the Test and all other personal data associated with it.

4. I understand that neither Wipro nor any authorized third party under clause (3) 
above shall retain the data collected in respect of the Test for period no longer than 
as required for statutory purposes and the data shall be suitably destroyed 
thereafter.

5. I understand that Wipro is entitled to initiate suitable actions against me including 
but not limited to disciplinary action based on the Test results.

6. I understand that Wipro may notify and publish the information resultant or 
ancillary to the Test if obliged under law to do so.

 
Name: Amusalni M
 
Signature: E-Signature Signature
 
Place: IN-Chennai
 
Date: E-Signature Date
 

For more details please refer to the policies on myWipro > App Store > Information > 
My Policies > India
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11 June, 2021
 
ROOPADHARSHINI P
 
Congratulations!  You have successfully completed our initial selection process and we 
are pleased to make an Internship Engagement offer. This offer is based on a clear 
understanding that you are going to be a part of a business group comprising of large 
number of recruits such as you who, if absorbed as employees, shall form part of team(s) 
executing specialized projects & functions. We have taken into account your profile and 
performance as indicated by you in the campus selection process. Please read this offer 
letter and the terms and conditions carefully before signing to confirm your acceptance of 
the offer. If accepted, you shall join Wipro HR Services India Pvt. Ltd. as an intern by
14 June, 2021 Please note that this offer is liable to lapse at the discretion of Wipro HR 
Services India Pvt. Ltd .if not accepted and returned within 7 days of the receipt. You may 
handover the acceptance letter to the Talent Acquisition team member from Wipro HR 
Services India Pvt. Ltd.
 
Stipend and Other Benefits
 
Your stipend and benefits during the internship tenure will be Rs 15,000/- per month and 
as detailed in Annexure 1 attached hereto. All payments by way of stipend would be made 
after deduction of applicable taxes and other charges. You shall be solely responsible for 
meeting with your obligations under any applicable law for payment of any taxes or other 
charges that may be payable by you either as taxes on income or in any other form for this 
internship arrangement.
 
In addition to the stipend, you will also be entitled to other benefits such as Medical 
Allowance, Study Leave, Sick leave and Company transportation. It is however clarified 
that such benefits and entitlements are provided on a voluntary basis by Wipro HR 
Services India Pvt. Ltd. in accordance with its policies in force at present, and hence are 
liable to (i) change from time to time; or (ii) be withdrawn any time. During the term of your 
Internship with Wipro HR Services India Pvt. Ltd., you will be subject to all such applicable 
rules and regulations in accordance with the Company Policy as may be in force from time 
to time. You may note that the details of such benefits as may be provided to you are 
confidential by their nature and hence you are required to maintain confidentiality of the 
same.
 
Term & Termination 
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This internship arrangement shall be for a period of 180 (India, Pol, UK, Aus, NZ Only) days 
(the "Term") commencing from 14 June, 2021 and expiring by efflux of time on the last 
day of the month in which the Term expires. Considering the fact that Wipro HR Services 
India Pvt. Ltd. will be spending considerable and valuable resources (including costs) on 
your training during your internship, you will be expected to diligently go through the 
training for and during the entire Term.
Since during your internship arrangement you will be trained and work on highly 
specialized projects, Wipro HR Services India Pvt. Ltd. may, at the end of the Term, and at 
its discretion, offer you a permanent employment subject to your completing B.E degree 
with a minimum of 60% aggregate marks in October, 2021 and your meeting with the 
acceptable performance standards set at Wipro HR Services India Pvt. Ltd.. The 
permanent employment offer will be made on the 1st day of the month following the 
completion of the Term, on terms and conditions separate from this arrangement. In 
consideration of Wipro HR Services India Pvt. Ltd. spending considerable valuable 
resources towards your training apart from paying you a stipend and providing other 
benefits during your internship period, Wipro HR Services India Pvt. Ltd. expects you to 
commit to a long and mutually beneficial association and for no less than a minimum 
period of twelve months from the commencement of permanent employment.
 
During the Internship period, Wipro HR Services India Pvt. Ltd. will be at liberty to terminate 
this arrangement at its sole discretion by giving 15 days prior written notice at your above 
mentioned address.
 
However, Wipro HR Services India Pvt. Ltd. may terminate this arrangement immediately 
without notice thereof, for gross indiscipline or willful misconduct or for material breach of 
your duties or obligations as stated herein, breach of trust, breach of any applicable law or  
breach of the Company Policies and Code of Business Conduct. Aon also reserves its 
rights in law or equity to initiate other legal action as it deems fit to protect its interests.
 
Policies and Guidelines 
 
You will be governed by the rules, regulations and other company policies (together the 
"Company Policy") as applicable, enforced, amended or altered from time to time during 
the course of your employment. Please read carefully the resources provided to you on the 
governing policies and regulations as applicable and undertake all certifications that may 
be required in this regard.
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Transfers and Deputations
 
As a member of an organization that practices flexibility and continuous improvement in 
work processes and practices, your assignments may vary from time to time. You are 
required to report to our office in IN-Chennai . You will be reporting to such person 
in Wipro HR Services India Pvt. Ltd. as may be indicated to you from time to time. 
However, if Wipro HR Services India Pvt. Ltd. so requires, you may be transferred or 
seconded or deputed by Wipro HR Services India Pvt. Ltd. to any other operations or 
operations of Wipro HR Services India Pvt. Ltd.'s associate companies in India or 
abroad. Wipro HR Services India Pvt. Ltd. further reserves the right to assign your 
Internship to any other company or legal entity, as part of any transfer of undertaking 
of Wipro HR Services India Pvt. Ltd. or as part of any restructuring or amalgamation or 
such other plan implemented by Wipro HR Services India Pvt. Ltd. or by which Wipro HR 
Services India Pvt. Ltd. is bound, on such terms and conditions as applicable to such plan.
 
Discharge of Duties
 
You will work on a full time basis during the Term of this arrangement and be required to 
devote your complete attention and time towards training and performance of work in the 
form and manner as required by the Company with diligence, devotion and discretion. 
During the Term, you will use your best endeavor to defend and promote the business 
interests of Wipro HR Services India Pvt. Ltd. and will not engage in or be concerned with, 
directly or indirectly, any business, employment or professional engagement with any third 
party .
 
Confidentiality Agreement
 
In the course of your assignment with us, you may acquire information, technical or 
otherwise, including any computer software, which is confidential or proprietary to Wipro 
HR Services India Pvt. Ltd. or it's subsidiaries or affiliates, it's customers, subcontractors 
or any other person or company having any kind of association or relationship with Wipro 
HR Services India Pvt. Ltd., and/or it's affiliates or subsidiaries (together "Confidential 
Information"). You shall keep and maintain strict confidentiality of such Confidential 
Information and data that may come to your possession or knowledge by virtue of this 
engagement, use such information only as may be required in the normal course of your 
work and shall not disclose or divulge any such information or data, without prior written 
consent of an authorized officer of the Wipro HR Services India Pvt. Ltd.. You shall at all 
times, whether during or after the termination of this arrangement, act with utmost fidelity 
and shall not disclose or divulge any such information to third parties or make use of such 
information for your own benefit or otherwise howsoever. You will not reproduce, store in a 
retrieval system or transmit in any form or by any means − electronic, mechanical, 
photocopying, recording, scanning or otherwise − any copyrighted material or other 
Confidential Information, for your own benefit or for the benefit of any third party, either 
during the term of your Internship or thereafter. Upon expiry or termination of your 
Internship with Wipro HR Services India Pvt. Ltd., you will return and surrender to Wipro HR 
Services India Pvt. Ltd., all such Confidential Information including without limitation, data, 
information, files, books, magazines, reports, documents, manuals, audio and video tapes, 
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floppies and discs and any other knowledge databases that came to you or were entrusted 
to you in the course of your Internship and shall not retain any copy thereof in any form 
whatsoever. You may be required to execute such other or further agreements as Wipro 
HR Services India Pvt. Ltd. or its affiliates or customers may require in this regard, from 
time to time. Provisions of this paragraph will continue to be valid and binding on you 
notwithstanding cessation of your Internship with Wipro HR Services India Pvt. Ltd..
 
 
Non-Disclosure Agreement
 
You shall not disclose to any person papers, journals, pamphlets or leaflets, or cause to be 
disclosed at any time, any information or documents, official or otherwise relating to Wipro 
HR Services India Pvt. Ltd. or it's subsidiaries or affiliates, customers, subcontractors or 
any other person or company having any kind of association or relationship with Wipro HR 
Services India Pvt. Ltd. and/or its subsidiaries or affiliates, except with prior written 
approval of Wipro HR Services India Pvt. Ltd.. Provisions of this paragraph will continue to 
be valid and binding on you notwithstanding cessation of your Internship with Wipro HR 
Services India Pvt. Ltd.. 
 
Relationship
 
It is expressly agreed that this arrangement does not create any relationship of 
partnership, joint venture, agency or employer and employee between the parties.
 
Intellectual Property Rights 
 
All intellectual property rights in any work or material developed by you during the course 
of your Internship shall belong to and be the property of Wipro HR Services India Pvt. Ltd. 
and you confirm that you shall not be entitled to claim any rights over such intellectual 
property. If required by Wipro HR Services India Pvt. Ltd., during or after the Term, you shall 
assign and transfer in favor of Wipro HR Services India Pvt. Ltd. or, at the request of Wipro 
HR Services India Pvt. Ltd., in favor of any of its subsidiary, affiliate, customers or other 
persons, all intellectual property rights in such works or materials and shall execute such 
deeds and documents, as Wipro HR Services India Pvt. Ltd. may require, to effectually vest 
in Wipro HR Services India Pvt. Ltd., any of its subsidiary, affiliate or customers as Wipro 
HR Services India Pvt. Ltd. may require, any and all intellectual property rights and benefits 
in such works or materials. In performance of your duties and responsibilities, you shall 
not use or infringe any intellectual property properties or rights of any other persons.
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Severability
 
The invalidity or unenforceability of any particular provision of this offer letter shall not 
affect the other provisions hereof, and this offer letter shall be construed in all respects as 
if such valid or unenforceable provisions were omitted.
  
We trust our relationship will be guided by a quest for excellence in all facets of our 
interactions as well as based on a foundation of mutual respect and sincerity in all 
dealings.  Welcome aboard! Kindly return a copy of this letter duly counter signed by you in 
acceptance of the terms and conditions set out therein.
   
Verification Report
 
Your engagement with Wipro will be subject to receipt of satisfactory report with regard to 
verification of the particulars furnished by you in your application and information given at 
the time of Interview. If any declaration or information furnished to Wipro proves to be 
false or if you have willfully suppressed any material information, in such case, you will be 
liable to removal from training without any notice.
  
Date of commencement of training
 
In case the above terms and conditions are acceptable to you, you are required to return 
the duplicate copy of this letter of engagement within one week, duly signed by you, in 
token of your acceptance of the offer and report for training on or before the date of 
commencement of training. While reporting for training, please bring 3 copies of your 
latest passport size photographs and two copies each of your certificates and 
testimonials along with the originals. The original certificates will be returned to you after 
verification.
 
Yours sincerely,
 
For Wipro HR Services Private Limited
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Endorsement:

1. I accept the terms and conditions stipulated in the above letter of engagement.
2. I shall report for internship on                                                    . 

Name: ROOPADHARSHINI P
 
Signature: E-Signature Signature 
 
Date: E-Signature Date              
 
Place: IN-Chennai
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Compensation and Benefits Worksheet
 
A: Compensation
Stipend per month = Rs 15000
Medical Reimbursement = Rs 500
 
B: Other Benefits
Current benefits available to you are as follows. Please refer to the latest company 
policies**** (will be made available at the time of joining)
 
Sick Leaves - 3 Days
Study Leaves - 4 Days
Transportation would be provided to & from Work
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28 June, 2021
 
KARTHIKEYAN M
 
Congratulations!  You have successfully completed our initial selection process and we 
are pleased to make an Internship Engagement offer. This offer is based on a clear 
understanding that you are going to be a part of a business group comprising of large 
number of recruits such as you who, if absorbed as employees, shall form part of team(s) 
executing specialized projects & functions. We have taken into account your profile and 
performance as indicated by you in the campus selection process. Please read this offer 
letter and the terms and conditions carefully before signing to confirm your acceptance of 
the offer. If accepted, you shall join Wipro HR Services India Pvt. Ltd. as an intern by
28 June, 2021 Please note that this offer is liable to lapse at the discretion of Wipro HR 
Services India Pvt. Ltd .if not accepted and returned within 7 days of the receipt. You may 
handover the acceptance letter to the Talent Acquisition team member from Wipro HR 
Services India Pvt. Ltd.
 
Stipend and Other Benefits
 
Your stipend and benefits during the internship tenure will be Rs 15,000/- per month and 
as detailed in Annexure 1 attached hereto. All payments by way of stipend would be made 
after deduction of applicable taxes and other charges. You shall be solely responsible for 
meeting with your obligations under any applicable law for payment of any taxes or other 
charges that may be payable by you either as taxes on income or in any other form for this 
internship arrangement.
 
In addition to the stipend, you will also be entitled to other benefits such as Medical 
Allowance, Study Leave, Sick leave and Company transportation. It is however clarified 
that such benefits and entitlements are provided on a voluntary basis by Wipro HR 
Services India Pvt. Ltd. in accordance with its policies in force at present, and hence are 
liable to (i) change from time to time; or (ii) be withdrawn any time. During the term of your 
Internship with Wipro HR Services India Pvt. Ltd., you will be subject to all such applicable 
rules and regulations in accordance with the Company Policy as may be in force from time 
to time. You may note that the details of such benefits as may be provided to you are 
confidential by their nature and hence you are required to maintain confidentiality of the 
same.
 
Term & Termination 
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This internship arrangement shall be for a period of 180 (India, Pol, UK, Aus, NZ Only) days 
(the "Term") commencing from 28 June, 2021 and expiring by efflux of time on the last 
day of the month in which the Term expires. Considering the fact that Wipro HR Services 
India Pvt. Ltd. will be spending considerable and valuable resources (including costs) on 
your training during your internship, you will be expected to diligently go through the 
training for and during the entire Term.
Since during your internship arrangement you will be trained and work on highly 
specialized projects, Wipro HR Services India Pvt. Ltd. may, at the end of the Term, and at 
its discretion, offer you a permanent employment subject to your 
completing B.Tech degree with a minimum of 60% aggregate marks in October, 2021 and 
your meeting with the acceptable performance standards set at Wipro HR Services India 
Pvt. Ltd.. The permanent employment offer will be made on the 1st day of the month 
following the completion of the Term, on terms and conditions separate from this 
arrangement. In consideration of Wipro HR Services India Pvt. Ltd. spending considerable 
valuable resources towards your training apart from paying you a stipend and providing 
other benefits during your internship period, Wipro HR Services India Pvt. Ltd. expects you 
to commit to a long and mutually beneficial association and for no less than a minimum 
period of twelve months from the commencement of permanent employment.
 
During the Internship period, Wipro HR Services India Pvt. Ltd. will be at liberty to terminate 
this arrangement at its sole discretion by giving 15 days prior written notice at your above 
mentioned address.
 
However, Wipro HR Services India Pvt. Ltd. may terminate this arrangement immediately 
without notice thereof, for gross indiscipline or willful misconduct or for material breach of 
your duties or obligations as stated herein, breach of trust, breach of any applicable law or  
breach of the Company Policies and Code of Business Conduct. Aon also reserves its 
rights in law or equity to initiate other legal action as it deems fit to protect its interests.
 
Policies and Guidelines 
 
You will be governed by the rules, regulations and other company policies (together the 
"Company Policy") as applicable, enforced, amended or altered from time to time during 
the course of your employment. Please read carefully the resources provided to you on the 
governing policies and regulations as applicable and undertake all certifications that may 
be required in this regard.
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Transfers and Deputations
 
As a member of an organization that practices flexibility and continuous improvement in 
work processes and practices, your assignments may vary from time to time. You are 
required to report to our office in IN-Chennai . You will be reporting to such person 
in Wipro HR Services India Pvt. Ltd. as may be indicated to you from time to time. 
However, if Wipro HR Services India Pvt. Ltd. so requires, you may be transferred or 
seconded or deputed by Wipro HR Services India Pvt. Ltd. to any other operations or 
operations of Wipro HR Services India Pvt. Ltd.'s associate companies in India or 
abroad. Wipro HR Services India Pvt. Ltd. further reserves the right to assign your 
Internship to any other company or legal entity, as part of any transfer of undertaking 
of Wipro HR Services India Pvt. Ltd. or as part of any restructuring or amalgamation or 
such other plan implemented by Wipro HR Services India Pvt. Ltd. or by which Wipro HR 
Services India Pvt. Ltd. is bound, on such terms and conditions as applicable to such plan.
 
Discharge of Duties
 
You will work on a full time basis during the Term of this arrangement and be required to 
devote your complete attention and time towards training and performance of work in the 
form and manner as required by the Company with diligence, devotion and discretion. 
During the Term, you will use your best endeavor to defend and promote the business 
interests of Wipro HR Services India Pvt. Ltd. and will not engage in or be concerned with, 
directly or indirectly, any business, employment or professional engagement with any third 
party .
 
Confidentiality Agreement
 
In the course of your assignment with us, you may acquire information, technical or 
otherwise, including any computer software, which is confidential or proprietary to Wipro 
HR Services India Pvt. Ltd. or it's subsidiaries or affiliates, it's customers, subcontractors 
or any other person or company having any kind of association or relationship with Wipro 
HR Services India Pvt. Ltd., and/or it's affiliates or subsidiaries (together "Confidential 
Information"). You shall keep and maintain strict confidentiality of such Confidential 
Information and data that may come to your possession or knowledge by virtue of this 
engagement, use such information only as may be required in the normal course of your 
work and shall not disclose or divulge any such information or data, without prior written 
consent of an authorized officer of the Wipro HR Services India Pvt. Ltd.. You shall at all 
times, whether during or after the termination of this arrangement, act with utmost fidelity 
and shall not disclose or divulge any such information to third parties or make use of such 
information for your own benefit or otherwise howsoever. You will not reproduce, store in a 
retrieval system or transmit in any form or by any means − electronic, mechanical, 
photocopying, recording, scanning or otherwise − any copyrighted material or other 
Confidential Information, for your own benefit or for the benefit of any third party, either 
during the term of your Internship or thereafter. Upon expiry or termination of your 
Internship with Wipro HR Services India Pvt. Ltd., you will return and surrender to Wipro HR 
Services India Pvt. Ltd., all such Confidential Information including without limitation, data, 
information, files, books, magazines, reports, documents, manuals, audio and video tapes, 
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floppies and discs and any other knowledge databases that came to you or were entrusted 
to you in the course of your Internship and shall not retain any copy thereof in any form 
whatsoever. You may be required to execute such other or further agreements as Wipro 
HR Services India Pvt. Ltd. or its affiliates or customers may require in this regard, from 
time to time. Provisions of this paragraph will continue to be valid and binding on you 
notwithstanding cessation of your Internship with Wipro HR Services India Pvt. Ltd..
 
 
Non-Disclosure Agreement
 
You shall not disclose to any person papers, journals, pamphlets or leaflets, or cause to be 
disclosed at any time, any information or documents, official or otherwise relating to Wipro 
HR Services India Pvt. Ltd. or it's subsidiaries or affiliates, customers, subcontractors or 
any other person or company having any kind of association or relationship with Wipro HR 
Services India Pvt. Ltd. and/or its subsidiaries or affiliates, except with prior written 
approval of Wipro HR Services India Pvt. Ltd.. Provisions of this paragraph will continue to 
be valid and binding on you notwithstanding cessation of your Internship with Wipro HR 
Services India Pvt. Ltd.. 
 
Relationship
 
It is expressly agreed that this arrangement does not create any relationship of 
partnership, joint venture, agency or employer and employee between the parties.
 
Intellectual Property Rights 
 
All intellectual property rights in any work or material developed by you during the course 
of your Internship shall belong to and be the property of Wipro HR Services India Pvt. Ltd. 
and you confirm that you shall not be entitled to claim any rights over such intellectual 
property. If required by Wipro HR Services India Pvt. Ltd., during or after the Term, you shall 
assign and transfer in favor of Wipro HR Services India Pvt. Ltd. or, at the request of Wipro 
HR Services India Pvt. Ltd., in favor of any of its subsidiary, affiliate, customers or other 
persons, all intellectual property rights in such works or materials and shall execute such 
deeds and documents, as Wipro HR Services India Pvt. Ltd. may require, to effectually vest 
in Wipro HR Services India Pvt. Ltd., any of its subsidiary, affiliate or customers as Wipro 
HR Services India Pvt. Ltd. may require, any and all intellectual property rights and benefits 
in such works or materials. In performance of your duties and responsibilities, you shall 
not use or infringe any intellectual property properties or rights of any other persons.
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Severability
 
The invalidity or unenforceability of any particular provision of this offer letter shall not 
affect the other provisions hereof, and this offer letter shall be construed in all respects as 
if such valid or unenforceable provisions were omitted.
  
We trust our relationship will be guided by a quest for excellence in all facets of our 
interactions as well as based on a foundation of mutual respect and sincerity in all 
dealings.  Welcome aboard! Kindly return a copy of this letter duly counter signed by you in 
acceptance of the terms and conditions set out therein.
   
Verification Report
 
Your engagement with Wipro will be subject to receipt of satisfactory report with regard to 
verification of the particulars furnished by you in your application and information given at 
the time of Interview. If any declaration or information furnished to Wipro proves to be 
false or if you have willfully suppressed any material information, in such case, you will be 
liable to removal from training without any notice.
  
Date of commencement of training
 
In case the above terms and conditions are acceptable to you, you are required to return 
the duplicate copy of this letter of engagement within one week, duly signed by you, in 
token of your acceptance of the offer and report for training on or before the date of 
commencement of training. While reporting for training, please bring 3 copies of your 
latest passport size photographs and two copies each of your certificates and 
testimonials along with the originals. The original certificates will be returned to you after 
verification.
 
Yours sincerely,
 
For Wipro HR Services Private Limited
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Endorsement:

1. I accept the terms and conditions stipulated in the above letter of engagement.
2. I shall report for internship on                                                    . 

Name: KARTHIKEYAN M
 
Signature: E-Signature Signature 
 
Date: E-Signature Date              
 
Place: IN-Chennai
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Compensation and Benefits Worksheet
 
A: Compensation
Stipend per month = Rs 15000
Medical Reimbursement = Rs 500
 
B: Other Benefits
Current benefits available to you are as follows. Please refer to the latest company 
policies**** (will be made available at the time of joining)
 
Sick Leaves - 3 Days
Study Leaves - 4 Days
Transportation would be provided to & from Work
 
 
 
 







































  

Strictly Private and Confidential 

Date:22-Sep-2021 

Prithviraj Subburam
C10144598

200/2, Naidustreet, Sundarnagar, Thirunagar, Madurai-625006 

9600231149

Dear Prithviraj Subburam, 

 

Based on our recent discussion with you, we are pleased to extend an offer to join Accenture Solutions Pvt. Ltd.

("Company") in our Advanced Technology Center, 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 the documentation to be submitted by you 

   •      Terms of Employment 
 

Your employment with Accenture will be governed by the clauses mentioned in the attached "Terms of Employment". 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 with

an aggregate of 65% and above or 6.5 CGPA and above in the current degree 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.

 

Pre-Onboard Learning Module: To provide our new joiners with a unique learning experience, Accenture has designed a

special online learning module called - Technology Fundamentals Online Learning Program (Hereinafter referred to as

"program"). This program further provide details about the training opportunities and terms of training/assessments that

were shared with you in your Letter of Intent. To ensure that you have ample time to learn at your own pace, and prepare

for the ensuing assessments, you will have complete access to the program for 45 days from the date you receive the

training link.

 

Details of the program and assessment are as below:

 

•           The program is hosted on a virtual platform that you can access from anywhere and it will provide you with all the   

             information and trainings that you need to begin your career at Accenture.

•           After going through all the learning modules, you will be required to go through Technology Fundamentals             

            Assessments based on what you have learned in the program.

•           On successfully completing the program within 45 days and clearing the program assessments in your first             

            attempt, you will be eligible to receive a learning Incentive of INR 10,000.

•           In case you fail to clear the assessments in your first attempt, or do not complete the program within 45 days         

            from the receipt of the training link, you will not be eligible for any learning incentive.

•           To clear the assessments, you will need to score a minimum of 60% marks in each assessment test. In case are   

             not able to score the required 60% in your first attempt, you will get two additional attempts where you will need to 

             score a minimum of 60% marks to successfully clear the assessments.

•           During each re-attempt, reasonable help, guidance and appropriate refresher training sessions will be provided to 

             you.

 

Your employment with Accenture is subject to you successfully completing the program assessments mentioned above. In

case you are not able to clear the program assessments in three attempts, your offer will stand revoked.
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After successful completion of the aforementioned assessments, and after joining the Company, you will need to undergo

further training program(s), with specified timeframes, for the specific skill-set assigned to you. Periodic tests will be

conducted throughout this training program and you are expected to clear all of them. You will need to score a minimum of

60% marks in each of these tests to clear the Accenture-specific training program. If you are unable to score 60% in your

first attempt, you will get two more opportunities to take the test and score the required passing percentage. Your

employment with Accenture is subject to you successfully completing the Accenture-specific training program. If you are

unable to clear the Accenture-specific training program tests in three attempts, your services with the Company shall be

terminated as per Clause 10 outlined in the Terms of Employment.

 

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 particular 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 7 days (Seven 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 7 days

(Seven 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 singed copy of this offer letter and Terms of

Employment.
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After accepting this offer,we encourage you visit Countdown to the Company

(http://careers.accenture.com/Microsites/countdown/Pages/welcome-india.aspx). This on-line, 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 any feedback/ suggestion or have any query, feel free to write an e-mail to:

https://indiacampus.accenture.com/candidate

 

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,                                                                                                ACKNOWLEDGED AND AGREED: 

 

  

Mahesh Vasudeo Zurale

Senior Managing Director

Lead, Advanced Technology Center, India                                                                   [ Insert full legal name] 
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ANNEXURE 1  
 

COMPENSATION & BENEFITS 
 

Annual Total Cash compensation structure as per the Company guidelines is: 

 

 

(A) Annual Fixed Compensation 

 

• Your annual fixed compensation is INR 383000. 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

programme (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, amend, suspend, withdraw vary and/or modify any

of the terms and conditions of the LVB programme 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.
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 Total Cash Compensation Elements

Annual (INR)     

  (A) Annual Fixed Compensation   383000

  (B) Local Variable Bonus (LVB) earning potential (at maximum 8.5%) 32500

  Maximum Annual Total earning potential (A+B)   415500

Joining Bonus (Refer to the Section C)       25,000     

(D) Additional Benefits

  Gratuity as per law#  
9500

  Insurance Premium(notional value)  

Total Cash Compensation + Total Additional Benefits (A+B+C+D)        450000



(C) Joining Bonus

 

You are also eligible for a joining bonus and an additional bonus as per the terms mentioned below.

 

•  Joining Bonus: of INR 25,000 payable upon joining the organization and will be paid out along with salary of the month

of joining or succeeding pay month. In case you leave, or your services are separated from the Company (except for ramp

down or redundancies by the Company) before completion of 1 year from the date of joining, then this whole amount shall

be recovered from you.

 

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/regulation 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.

 

* As defined by applicable law from time to time.      

 

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. Effective your date of joining, Medical Insurance for self, spouse and 2 dependent children up to INR 300,000 per           

    annum. Premium for this will be paid by the Company.  

        a. You have the option of availing Accenture negotiated rates to cover your parents, parent's in-law & any additional   

             child under a separate Insurance plan up to INR 500,000 per annum. The entire premium for this will have to be   

              borne by you. This plan allows for coverage of pre-existing ailments. 

         b. 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 and additional children under the separate Insurance plan

2. Personal Accident coverage for self, up to three times your gross annual fixed compensation

3. Life Insurance coverage equivalent to one time of your annual fixed compensation with minimum cover of INR 5,00,000
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In addition to the above, you will also be eligible for the following benefits:

 

    1. Gratuity amount is an approximation of your 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 per the Company policy. 

    2. One time relocation allowance subject to a maximum of INR 2,500 on submission of actual supporting as per policy. 

    3. 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 Medical Insurance, Personal Accident Insurance and Life Insurance and Relocation Assistance

program 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. 

 

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.
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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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                                                          Offer Letter

 
Name:Pon bala ganesh B
Date:Tuesday, May 25, 2021

Dear Mr.  Pon bala ganesh B ,

With reference to your application and subsequent discussions you had with us, we are pleased to offer you an appointment with Think and
Learn Private Limited (“ Company ”), on the following terms and conditions:

1. Date of Joining & Work Location: Your appointment becomes effective from the date of joining the services of the Company, which date
shall be no later than Tuesday, June 1, 2021  . Your work location would be Madurai   / Bangalore or any other location as may be assigned by
the Company. The Company reserves the right to transfer you to any location, as the Company may deem fit, from time to time.

2. Term: The term of this Agreement would be for a period of 1.5 months (approximately), commencing from your date of joining. This
Agreement will automatically expire upon the completion of this term unless terminated earlier as per the provisions of Clause 12 of this
Agreement.

3. Extension of Agreement: In case of a business requirement, this agreement may be extended by another 2 weeks (over above the 1.5
months) as mentioned in Clause 2. You shall be intimated by suitable means, as the Company deems fit. The decision of the Company, in
this matter shall be final.

4. Background Check: The Company may, at its discretion, conduct background verification, prior to or at any time after commencement of
this Agreement, to verify, including but not limited to, your professional certifications, designations or licenses, educational background,
identity, proof of age, address, past work experience (if any) and criminal records. You hereby provide your express consent to the Company
for conducting such background checks. This Agreement is subject to validation of any information provided by you to the Company and to
the satisfactory outcome of the pre- employment screening activities (including background verification and criminal history check).

5. Offer of Permanent Position: It shall not be obligatory on the part of the Company to offer a permanent position to you on expiry of this
Agreement. This offer of employment will be subject to the satisfactory performance during training and also subject to production of
necessary documents including educational and professional certificates and may be rescinded in the event such necessary documents are
not provided to the Company. Upon satisfying the above conditions, conversion to the role of BDA will be done with a compensation of
10LPA (7LPA fixed + 3LPA variable) for the role of BDA - Direct Sales. However, the Company may at its sole discretion and its business
requirements may decide not to extend an offer of employment. Moreover, if the Company finds that you have achieved your training target
through improper means resulting in the reduction of your achieved revenue, the Company will have the right to terminate your employment
even after the permanent position has been offered.

6. Department, Designation & Reporting Manager:

Department: Business Development (51000000)
Designation: Business Development Trainee - Sales
Reporting Manager: Rahul Raj (TNL201605108)
Role Location: Madurai / Bangalore
Sales Circle Location: Virudhunagar
BDT Training Location  Byjus - Bangalore

The training will be conducted out of BDT Training Location. Upon successful completion of the training and post your conversion, you will be
posted in the Role Location.
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7. Cost to the Company: Your compensation is INR 25000 per month. You are also eligible for a performance pay up to INR 2,00,000/- based
on your individual targets and performance numbers during your training period.

8. Deductions: The Company shall be entitled to deduct from the above remuneration payable to you, the following contractual, statutory and
compulsory deductions:

(a)    Provident Fund;
(b)    Income tax deducted at source at the rates applicable;
(c)    Employment / professional taxes;
(d)    Dues to Company including loans and advances; or
(e)    Any other applicable statutory deductions

The income tax liability with regards to your salary and perks will be your liability, and will be governed by the applicable tax laws of the
country as applicable from time to time.

9. Expense Reimbursement: In addition to the aforementioned salary, you shall be paid the expenses incurred by you on behalf of the
Company or its clients as authorized, in connection with the duties executed by you, and upon presenting supporting vouchers/documents.
The Expense Policy applicable to you will be shared with you on joining.

10. Company Policies: You will be governed by the Company’s policies, regulations and procedures on the office timings, anti-sexual
harassment, leave, travel, transfers, misconduct, etc., presently in force or as introduced/amended from time to time. You are eligible for
leave as per the Company’s leave policy, which can be viewed under ‘Policies’ tab in your ‘Employee Service Platform Account’ and/or the
‘Employee’s Handbook’ provided to you.

11. Leaves: You will be entitled to get 1 casual leave/sick leave per month. Employees whose date of joining service falls between 1st to the
15th of a month are entitled to get the leave credit for that month. Employees whose date of joining service falls between 16th to the end of
the month are not entitled for the leave credit for that month.

12. Absence from duty: When an employee takes off from duty without prior leave approval or proper intimation under certain unavoidable
circumstances, then those day/days will be treated as absence from duty. The days of absence will be treated under loss of pay. The
employee has to report to his / her department head on rejoining duty from absence and provide valid reasons for absence in writing before
taking up work again. If an employee is absent from duty for more than 2* days (including paid and unpaid leaves / consecutive or
cumulative), training will be discontinued without any notice.

(*In case, where this agreement is extended, as per Clause 3 of this agreement, need to be read as 3 days, with no change to terms and
conditions of Clause 12.)

13. Termination:  Subject to Clause 2, your services may be terminated in the following manner:

a) The Company will be entitled to terminate your services by giving you 48 hours’ notice in writing, or by payment of 48 hours’ salary in lieu
of such notice. In the event you desire to leave the services of the Company, you will be required to give the Company 48 hours’ notice in
writing or 48 hours’ salary in lieu of such notice.

b) In the event of termination on disciplinary grounds including but not limited to embezzlement, fraud, gross negligence, willful misconduct,
or a material violation of Company policies or you are found to be absconding from the services of the Company or for any other reasons
causing grievous loss / damage / disrepute to the Company / associates, your termination will be immediate and without any notice or
compensation.

c) In the event of your resignation from the services of the Company, you will be required to give the Company 48 hours’ written notice. The
notice period has to be served in full, unless otherwise agreed by the Company in writing. In case of failure to give the above notice period,
the Company shall have the right to deduct the salary in lieu of the notice period and you will not be eligible to be hired by the Company in
future. You shall, on ceasing to be an employee of the Company for any reason and in addition to the obligations under the Non-Disclosure
and Confidential Information Agreement, forthwith return all Company properties, movable and immovable, including all Company information
and data in any form, files, reports, memoranda, software, credit cards, door and file keys, computer access codes, laptops, desktops, and
such other property which you received or in possession or prepared in connection with your employment with the Company.

14. Confidential Information: As an employee, you may come in to possession of information confidential to the Company and agree to keep
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confidential, Company’s proprietary and confidential information obtained at any time during the period of your employment in the Company.
Confidential information includes, and is not limited to; course materials, videos, financial documents and other relevant documents. You
shall not disclose such Confidential Information to any person. You shall not make any copies of the Confidential Information. You shall not
disclose, reproduce or use any Confidential Information for any purpose except solely in connection with your performance in company. Your
obligations with respect to confidentiality shall be more fully detailed under the Non-Disclosure and Confidential Information Agreement
executed by you with the Company and you shall at all times be bound by the provisions laid therein.

15. Intellectual Property Rights: All the intellectual property rights in the material developed by you, class material and related documents
shall at all times remain the property of the Company. You shall provide all assistance and execute all deeds and documents required to vest
the intellectual property rights with the Company. In the event any of the intellectual property rights are not assignable under applicable laws,
you shall provide exclusive, transferable, assignable, royalty-free right in such intellectual property in perpetuity to the Company. You shall
not assert any right, title and interest over such intellectual property rights.

16. Indemnity: You hereby agree to indemnify and keep indemnified and hold the Company harmless from and against any loss, claim,
damage, costs, taxes, duties, additions, penalties, interest thereon or expenses of any kind, including reasonable attorney’s fees,
incurred/sustained or caused to be incurred/sustained by the Company on account of:

a.    Any act or omission by you;
b.    Contravention of any of the terms, conditions, covenants of this letter or the Non-Disclosure and Confidential Information Agreement;
c.    Any representation or warranty or information furnished to the Company found to be false;
d.    Violation/non-compliance with any laws/rules/regulations while rendering the services; and/or
e.    Failure to adhere to the standards/specifications/policies of the Company.

17. General Provisions:

a. You are required to devote your entire time, attention and effort to the furtherance of the business of the Company and to continually
develop your professional skills in the interest of the Company and yourself. You shall not, during your employment with the Company,
directly or indirectly engage yourself in or devote any time or attention to any part-time employment or business or position of monetary
interest, other than that of the Company. Further, you shall not divulge, communicate or pass any information in any form, related to any
aspect of the Company to anyone outside the Company.

b. You shall endeavor to uphold the good image of the Company and shall not by your conduct adversely affect the reputation of the
Company and bring disrepute to the Company, in any manner whatsoever. You shall not conduct yourself in any manner amounting to
breach of confidence reposed in you or inconsistent with the position of responsibility occupied by you. You shall at all times deal with the
Company’s money, material and documents with utmost honesty and professional ethics.

c. Your individual remuneration is purely a matter between yourself and the Company and has been arrived at on the basis of our specific
background and professional merit. The Company expects that you maintain this information and any future changes to your remuneration,
as strictly personal and confidential.

d. During the course of your employment, if you, at any time render yourself incompetent to perform your duties or if you should misconduct
yourself or be disobedient, intemperate, irregular in attendance, commit breach of the terms of your employment or of any of the stipulations
herein contained, the Company shall without prejudice to any of its rights under the terms herein contained, be entitled to terminate your
employment forthwith without notice or payment in lieu of notice and deduct from your salary or other emoluments, if any, then due to you,
including the amount of any damage that the Company may have sustained.

e. You will keep the Company informed of any change in your residential address, your family status or any other personal particulars
relevant to your employment, as and when the change occurs.

f. You are required to sign a ‘Non-Disclosure and Confidential Information Agreement’ with the Company, prior to joining the services of the
Company. Your employment with the Company shall be contingent upon you executing the said agreement.

g. You will be subject to the Company’s rules and regulations for the time being in force and as varied from time to time.

h. The Company will deduct taxes as appropriate and consistent with applicable tax laws and regulations. You will be responsible for your tax
liabilities under all applicable tax laws and regulations.

i. This letter constitutes the complete understanding between you and the Company regarding the terms of your employment with the
Company. This supersedes any and all other agreements, either written or oral, between you and the Company regarding your employment.
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Any modification of this letter will be effective only if it is in writing, signed by both parties.

j. All disputes arising herein shall be governed by the laws of India and the jurisdiction to entertain and try such dispute shall vast exclusively
in the courts of Bangalore, Karnataka

The terms of your employment contract detailed above are strictly confidential and should be treated as privileged information between
yourself and the Company. You are expected to maintain such information appropriately.

You are requested to signify your acceptance of the terms and conditions by signing and returning to us the duplicate copy of this letter.

We look forward to you joining us at the earliest. We are certain that you will find challenge, satisfaction and opportunity in your association
with the Company.

You are requested to carry the below mentioned documents on your joining date

1.    10th Mark sheet
2.    12th Mark sheet
3.    Graduation/Post Graduation Mark sheet–All semester mark sheet
4.    Graduation/Post Graduation–Provisional Certificate/Course Completion Certificate
5.    Resume
6.    BYJU’S Offer Letter
7.    Pan Card
8.    Aadhaar Card
9.    Voter ID/Passport/Driving License
10.  Cancelled Cheque/Bank Statement/Bank Passbook
11.  Passport Size Photograph
12.  All current & previous companies relieving/experience letter(Only for experienced candidate)
13.  Current/Last company’s last three months’ pay slips (Only for experienced candidate)

Yours sincerely,

Think & Learn Pvt. Ltd.                                         Accept Job Offer by signing below

Human Resource                                                  Signature:

 

 

This is system generated offer letter and does not require authorized signature.
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                                                          Offer Letter

 
Name:Riyazkhan A
Date:Tuesday, June 1, 2021

Dear Mr.  Riyazkhan A ,

With reference to your application and subsequent discussions you had with us, we are pleased to offer you an appointment with Think and
Learn Private Limited (“ Company ”), on the following terms and conditions:

1. Date of Joining & Work Location: Your appointment becomes effective from the date of joining the services of the Company, which date
shall be no later than Tuesday, June 8, 2021  . Your work location would be Madurai   / Bangalore or any other location as may be assigned by
the Company. The Company reserves the right to transfer you to any location, as the Company may deem fit, from time to time.

2. Term: The term of this Agreement would be for a period of 1.5 months (approximately), commencing from your date of joining. This
Agreement will automatically expire upon the completion of this term unless terminated earlier as per the provisions of Clause 12 of this
Agreement.

3. Extension of Agreement: In case of a business requirement, this agreement may be extended by another 2 weeks (over above the 1.5
months) as mentioned in Clause 2. You shall be intimated by suitable means, as the Company deems fit. The decision of the Company, in
this matter shall be final.

4. Background Check: The Company may, at its discretion, conduct background verification, prior to or at any time after commencement of
this Agreement, to verify, including but not limited to, your professional certifications, designations or licenses, educational background,
identity, proof of age, address, past work experience (if any) and criminal records. You hereby provide your express consent to the Company
for conducting such background checks. This Agreement is subject to validation of any information provided by you to the Company and to
the satisfactory outcome of the pre- employment screening activities (including background verification and criminal history check).

5. Offer of Permanent Position: It shall not be obligatory on the part of the Company to offer a permanent position to you on expiry of this
Agreement. This offer of employment will be subject to the satisfactory performance during training and also subject to production of
necessary documents including educational and professional certificates and may be rescinded in the event such necessary documents are
not provided to the Company. Upon satisfying the above conditions, conversion to the role of BDA will be done with a compensation of
10LPA (7LPA fixed + 3LPA variable) for the role of BDA - Direct Sales. However, the Company may at its sole discretion and its business
requirements may decide not to extend an offer of employment. Moreover, if the Company finds that you have achieved your training target
through improper means resulting in the reduction of your achieved revenue, the Company will have the right to terminate your employment
even after the permanent position has been offered.

6. Department, Designation & Reporting Manager:

Department: Business Development (51000000)
Designation: Business Development Trainee - Sales
Reporting Manager: Rahul Raj (TNL201605108)
Role Location: Madurai / Bangalore
Sales Circle Location: Madurai
BDT Training Location  Byjus - Bangalore

The training will be conducted out of BDT Training Location. Upon successful completion of the training and post your conversion, you will be
posted in the Role Location.
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7. Cost to the Company: Your compensation is INR 25000 per month. You are also eligible for a performance pay up to INR 2,00,000/- based
on your individual targets and performance numbers during your training period.

8. Deductions: The Company shall be entitled to deduct from the above remuneration payable to you, the following contractual, statutory and
compulsory deductions:

(a)    Provident Fund;
(b)    Income tax deducted at source at the rates applicable;
(c)    Employment / professional taxes;
(d)    Dues to Company including loans and advances; or
(e)    Any other applicable statutory deductions

The income tax liability with regards to your salary and perks will be your liability, and will be governed by the applicable tax laws of the
country as applicable from time to time.

9. Expense Reimbursement: In addition to the aforementioned salary, you shall be paid the expenses incurred by you on behalf of the
Company or its clients as authorized, in connection with the duties executed by you, and upon presenting supporting vouchers/documents.
The Expense Policy applicable to you will be shared with you on joining.

10. Company Policies: You will be governed by the Company’s policies, regulations and procedures on the office timings, anti-sexual
harassment, leave, travel, transfers, misconduct, etc., presently in force or as introduced/amended from time to time. You are eligible for
leave as per the Company’s leave policy, which can be viewed under ‘Policies’ tab in your ‘Employee Service Platform Account’ and/or the
‘Employee’s Handbook’ provided to you.

11. Leaves: You will be entitled to get 1 casual leave/sick leave per month. Employees whose date of joining service falls between 1st to the
15th of a month are entitled to get the leave credit for that month. Employees whose date of joining service falls between 16th to the end of
the month are not entitled for the leave credit for that month.

12. Absence from duty: When an employee takes off from duty without prior leave approval or proper intimation under certain unavoidable
circumstances, then those day/days will be treated as absence from duty. The days of absence will be treated under loss of pay. The
employee has to report to his / her department head on rejoining duty from absence and provide valid reasons for absence in writing before
taking up work again. If an employee is absent from duty for more than 2* days (including paid and unpaid leaves / consecutive or
cumulative), training will be discontinued without any notice.

(*In case, where this agreement is extended, as per Clause 3 of this agreement, need to be read as 3 days, with no change to terms and
conditions of Clause 12.)

13. Termination:  Subject to Clause 2, your services may be terminated in the following manner:

a) The Company will be entitled to terminate your services by giving you 48 hours’ notice in writing, or by payment of 48 hours’ salary in lieu
of such notice. In the event you desire to leave the services of the Company, you will be required to give the Company 48 hours’ notice in
writing or 48 hours’ salary in lieu of such notice.

b) In the event of termination on disciplinary grounds including but not limited to embezzlement, fraud, gross negligence, willful misconduct,
or a material violation of Company policies or you are found to be absconding from the services of the Company or for any other reasons
causing grievous loss / damage / disrepute to the Company / associates, your termination will be immediate and without any notice or
compensation.

c) In the event of your resignation from the services of the Company, you will be required to give the Company 48 hours’ written notice. The
notice period has to be served in full, unless otherwise agreed by the Company in writing. In case of failure to give the above notice period,
the Company shall have the right to deduct the salary in lieu of the notice period and you will not be eligible to be hired by the Company in
future. You shall, on ceasing to be an employee of the Company for any reason and in addition to the obligations under the Non-Disclosure
and Confidential Information Agreement, forthwith return all Company properties, movable and immovable, including all Company information
and data in any form, files, reports, memoranda, software, credit cards, door and file keys, computer access codes, laptops, desktops, and
such other property which you received or in possession or prepared in connection with your employment with the Company.

14. Confidential Information: As an employee, you may come in to possession of information confidential to the Company and agree to keep
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confidential, Company’s proprietary and confidential information obtained at any time during the period of your employment in the Company.
Confidential information includes, and is not limited to; course materials, videos, financial documents and other relevant documents. You
shall not disclose such Confidential Information to any person. You shall not make any copies of the Confidential Information. You shall not
disclose, reproduce or use any Confidential Information for any purpose except solely in connection with your performance in company. Your
obligations with respect to confidentiality shall be more fully detailed under the Non-Disclosure and Confidential Information Agreement
executed by you with the Company and you shall at all times be bound by the provisions laid therein.

15. Intellectual Property Rights: All the intellectual property rights in the material developed by you, class material and related documents
shall at all times remain the property of the Company. You shall provide all assistance and execute all deeds and documents required to vest
the intellectual property rights with the Company. In the event any of the intellectual property rights are not assignable under applicable laws,
you shall provide exclusive, transferable, assignable, royalty-free right in such intellectual property in perpetuity to the Company. You shall
not assert any right, title and interest over such intellectual property rights.

16. Indemnity: You hereby agree to indemnify and keep indemnified and hold the Company harmless from and against any loss, claim,
damage, costs, taxes, duties, additions, penalties, interest thereon or expenses of any kind, including reasonable attorney’s fees,
incurred/sustained or caused to be incurred/sustained by the Company on account of:

a.    Any act or omission by you;
b.    Contravention of any of the terms, conditions, covenants of this letter or the Non-Disclosure and Confidential Information Agreement;
c.    Any representation or warranty or information furnished to the Company found to be false;
d.    Violation/non-compliance with any laws/rules/regulations while rendering the services; and/or
e.    Failure to adhere to the standards/specifications/policies of the Company.

17. General Provisions:

a. You are required to devote your entire time, attention and effort to the furtherance of the business of the Company and to continually
develop your professional skills in the interest of the Company and yourself. You shall not, during your employment with the Company,
directly or indirectly engage yourself in or devote any time or attention to any part-time employment or business or position of monetary
interest, other than that of the Company. Further, you shall not divulge, communicate or pass any information in any form, related to any
aspect of the Company to anyone outside the Company.

b. You shall endeavor to uphold the good image of the Company and shall not by your conduct adversely affect the reputation of the
Company and bring disrepute to the Company, in any manner whatsoever. You shall not conduct yourself in any manner amounting to
breach of confidence reposed in you or inconsistent with the position of responsibility occupied by you. You shall at all times deal with the
Company’s money, material and documents with utmost honesty and professional ethics.

c. Your individual remuneration is purely a matter between yourself and the Company and has been arrived at on the basis of our specific
background and professional merit. The Company expects that you maintain this information and any future changes to your remuneration,
as strictly personal and confidential.

d. During the course of your employment, if you, at any time render yourself incompetent to perform your duties or if you should misconduct
yourself or be disobedient, intemperate, irregular in attendance, commit breach of the terms of your employment or of any of the stipulations
herein contained, the Company shall without prejudice to any of its rights under the terms herein contained, be entitled to terminate your
employment forthwith without notice or payment in lieu of notice and deduct from your salary or other emoluments, if any, then due to you,
including the amount of any damage that the Company may have sustained.

e. You will keep the Company informed of any change in your residential address, your family status or any other personal particulars
relevant to your employment, as and when the change occurs.

f. You are required to sign a ‘Non-Disclosure and Confidential Information Agreement’ with the Company, prior to joining the services of the
Company. Your employment with the Company shall be contingent upon you executing the said agreement.

g. You will be subject to the Company’s rules and regulations for the time being in force and as varied from time to time.

h. The Company will deduct taxes as appropriate and consistent with applicable tax laws and regulations. You will be responsible for your tax
liabilities under all applicable tax laws and regulations.

i. This letter constitutes the complete understanding between you and the Company regarding the terms of your employment with the
Company. This supersedes any and all other agreements, either written or oral, between you and the Company regarding your employment.
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Any modification of this letter will be effective only if it is in writing, signed by both parties.

j. All disputes arising herein shall be governed by the laws of India and the jurisdiction to entertain and try such dispute shall vast exclusively
in the courts of Bangalore, Karnataka

The terms of your employment contract detailed above are strictly confidential and should be treated as privileged information between
yourself and the Company. You are expected to maintain such information appropriately.

You are requested to signify your acceptance of the terms and conditions by signing and returning to us the duplicate copy of this letter.

We look forward to you joining us at the earliest. We are certain that you will find challenge, satisfaction and opportunity in your association
with the Company.

You are requested to carry the below mentioned documents on your joining date

1.    10th Mark sheet
2.    12th Mark sheet
3.    Graduation/Post Graduation Mark sheet–All semester mark sheet
4.    Graduation/Post Graduation–Provisional Certificate/Course Completion Certificate
5.    Resume
6.    BYJU’S Offer Letter
7.    Pan Card
8.    Aadhaar Card
9.    Voter ID/Passport/Driving License
10.  Cancelled Cheque/Bank Statement/Bank Passbook
11.  Passport Size Photograph
12.  All current & previous companies relieving/experience letter(Only for experienced candidate)
13.  Current/Last company’s last three months’ pay slips (Only for experienced candidate)

Yours sincerely,

Think & Learn Pvt. Ltd.                                         Accept Job Offer by signing below

Human Resource                                                  Signature:

 

 

This is system generated offer letter and does not require authorized signature.
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23rd September 2021
Sachin Raj
Madurai

Dear Sachin Raj,

Sub: Offer for the post of Trainee Programmer

Further to your application and subsequent discussions between us, we are pleased to offer you
the post of Trainee Programmer.

Your base work location will Madurai. You will be eligible for Probationary Allowance of Rs.
15,000/ (Rupees Fifteen Thousand Only) per month during training period of first three
months. Thereafter the successfully completion of the training period, you will be eligible for a
salary of Rs 3,05,980/- CTC (Rupees Three lakh five thousand nine hundred and eighty Only)
per year.

As agreed by you, you are requested to join us on 01 October 2021. Detailed Appointment
letter will be issued to you upon joining and after completion of joining formalities.

Based on your performance during the Training period, we will confirm you as a permanent
employee. Your confirmation is also subject to your submitting the documents required by the
Company.

Please note that this employment is subject to satisfactory Professional Reference checks and
documentary evidence of your previous employment and commercial details.
Please submit the required documents as per the Annexure II.

Please revert to us with an acceptance of this letter at the earliest.

Thanking you,
Yours truly,
For Chain-Sys (India) Pvt Ltd., Accepted

Date of Joining: ________

Jegan AR Sachin Raj
Resource Manager



ANNEXURE – I

SALARYDETAILS

1. Salary shall be payable not later than 5th of every month.
2.The Company reserves the right to change the salary structure/components, as deemed

necessary.
3. Employee will be covered under Group Personal Accident Policy and Group Mediclaim
Policy according to their length of the service in Chain-Sys.

Salary Component Monthly Yearly
Gross compensation

Basic 9200 110400
HRA 4600 55200
Conveyance 800 9600
Medical Reimbursement 1250 15000
Lunch Allowance 1300 15600
India Allowance 5850 70200
Gross Compensation ( A ) 23000 276000

Retirals/ Benefits
Medical Insurance 0 3000
Provident Fund 1800 21600
Gratuity 442 5308
Total Retirals/Benefits ( B ) 2242 29908

Total Earning Capacity ( CTC = A+B) 305908



ANNEXURE – II

List Of Mandatory Documents (Photocopies)

S. No. PARTICULARS No. of Copies
EDUCATIONALCERTIFICATES

1 10th (Mark Sheets / Passing Certificates) 1
2 12th (Mark Sheets / Passing Certificates) 1
3 Graduation Degree / Provisional Certificate / Mark Sheets 1
4 PG Degree / Provisional Certificate / Mark Sheets (If Any) 1
5 Software Certificates ( If Any ) 1

RESIDENCE PROOF
6 Ration card 1

7 Land line Telephone Bill / Electricity Bill / Gas Bill (Either in your
name or in your parent's name) 1

IDENTITY PROOF
8 Driving License 1
9 Voter Identity Card 1

NECESSARYDOCUMENTS
10 Passport 2
11 PAN Card &Aadhar Card 2

OTHER DOCUMENTS
12 Passport size Photograph (Colour) 5
13 Relieving Letters of all previous employments 1

Please note that it is mandatory to:

Carry originals at the time of joining for cross verification.
Know your blood group.
Provide your Land line number.

































































 

 

 
 

OFFER LETTER 
 
 
CMB/BIM/2021/011-008 
28th June 2021 
 
To  
 
Mr. Maha Vishnu Prakash M 
Chennai 
 
Dear Vishnu, 
 

We have pleasure in confirming our offer of employment as Trainee - BIM Engineer at CADS 
Makeitbim Private Limited. 
 
Date of joining 
 

Your employment is effective from the date of joining which shall not be later than 1st July 2021. 
 
Place of work   
 

Your place of work is at our office located at Type II/5, Dr. VSI Estate, Rajiv Gandhi Salai, 
Thiruvanmiyur, Chennai 600 041. The place of work is subject to change based on the organization 
business requirement, and in the interest of CADS Makeitbim.  
 
Probation 
 

You will be on training for the first six months. After completion of six months, you will be issued letter 
of appointment, based on your performance. You will be on probation for a period of six months from 
the date of appointment. The company may at its discretion, extend or reduce such probationary 
period subject to your performance. During the probationary period, this appointment may be 
terminated without assigning any reasons, by either party on one month’s notice or on payment of one 
month’s salary in lieu of notice. 
 
Confirmation 
 

On successfully completing of the probationary period there will be a performance review and your 
appointment may be confirmed, subject to satisfactory performance. You will also become entitled to 
the additional benefits which will be described in the Appointment Letter. 
 
Retirement Age 
 

The standard retirement age at CADS Makeitbim Private Limited is 65 years. 
 
Other work 
 

Your position is a full time employment with this company and you shall devote yourself exclusively to 
the business of the company.  
 
 
 
 
 



 

 

Holidays and Leave 
 

You will be entitled to Holidays and Leave as per the Holiday and Leave Policy of the Company. 
 
Insurance 
 

The Company insures the Employees and dependents for Medicare protection for hospitalisation, 
Accident Insurance and Group Term Insurance as per the company policies.  
 
Salary 
 

Your annual compensation is is Rs. 1,89,264/-(Rupees One Lakh Eighty Nine Thousand Two 
Hundred and Sixty Four Only) on a cost to the company basis; details provided below: 
 

Particulars Monthly Annual 

Basic 5,000 60,000 

HRA 2,500 30,000 

Conveyance 1,600 19,200 

Medical 1,250 15,000 

Others 4,000 48,000 

Gross Salary 14,350 1,72,200 

Employer Contribution 1,422 17,064 

CTC 15,772 1,89,264 
 
Salary Review 
 

After your confirmation, your salary may be reviewed annually, usually in the month of April. Your 
increment is discretionary and is subject to your performance and the company results.  
 
Gratuity 
 

You are eligible to Gratuity as prescribed in the Payment of Gratuity Act, 1972.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Offer Letter Validity 



 

 

 

This offer letter remains valid only if all the conditions below are fulfilled: 
 

A. Acceptance of the offer letter by signing in all pages. 
B. Forward a mail copy of your resignation letter / mail, within 3 days. 
C. Forward a mail copy of acceptance of your resignation letter / mail within one week. 

   
 
Please confirm your acceptance by returning a signed copy of this letter at the earliest.  
  
Yours sincerely, 
 
 
For CADS Makeitbim Private Limited 

 
 
Sujatha Guru 
Director of Human Resources 
 

 
I, Maha Vishnu Prakash M, agree to accept employment on the terms and conditions mentioned in 
the above offer of appointment.  
 
 
 
_________________________         ______________________ 

(Signature)      (Date) 

















































 

 

LETTER OF INTENT – HCL TSS TRAINING PROGRAM 

 

Date: July 09,2021 

 

ADMISSION TO HCL TSS Training Program 

 

REFERENCE ID – HCL/TSS-M/0721/030 

 

Dear Karnika S M, 

 

Address: Kurinji nagar, Tirunagar,Madurai,Tamil Nadu,625006 

 

 

HCL Training & Staffing Services Pvt Ltd, (hereinafter referred to as “Company”) is pleased to 

offer you an admission into the 6 months Training Program commencing on July 19,2021 at the 

nearest HCL office or in Virtual mode. 

 

The 6 months training program comprises Classroom Training that involves job-readiness skills 

training. Owing to the current circumstances, training may be imparted through online mode or 

physical mode as per the conditions. 

Enrolment to the Training Program is subject to the terms and condition as laid down below:  

 

a) The program fee of INR 1,77,000 /*- (Program fee Rs. 1,50,000/- + Rs. 27,000/- tax) is 

required to be deposited as per one of the below payment modes 

 

Payment schedule Amount 

Payment Option 1: Self Payment  

Initial payment (within 3 days of receipt of Offer Letter INR 35,400/- 

Before Training Start INR 1,41,600/- 

Total *(inclusive of taxes) INR 1,77,000 

Payment Option 2: Bank Loan (Option 1)  

Initial payment (within 3 days of receipt of Offer Letter INR 35,400/- 

Sanction letter and loan disbursement by Bank (within day 45 of CRT) INR 1,41,600/- 

Total *(inclusive of taxes) INR 1,77,000 

 

 Once the bank approves the loan of the candidate, the sanction letter is to be 

submitted. 

 In case the bank does not approve the loan or the candidate is not able to pay the 

complete fee for any other reasons by day 45 of the CRT, the admission would be 

withdrawn without any prior notice and any fee paid by the student would be refunded. 

 Payments to be deposited into the bank account details mentioned in Annexure 1 



 

 

b) Please note that this admission offer is provisional and subject to payment of full Training 

Program fee, verification of your academic and professional documents and authentication of 

the accuracy and correctness of information provided by you in your application form. This 

letter supersedes all past communications on this subject.  

c) In case of delay in your university result due to COVID-19 you shall be granted provisional 

admission and your training would begin. Such admission shall be subject to your university 

result meeting the minimum eligibility criteria. In case upon declaration of result, you do not 

meet the eligibility criteria your admission would stand revoked and any fee paid by you shall 

be refunded by HCL. 

d) Further, you shall submit the graduation final year / semester exam marksheet, within 15 days 

of declaration of result. In case the same are not submitted within 45 days from start of 

classroom training, for purpose of Company records and to the bank in case bank loan is 

availed, your admission would stand revoked without any prior notice. 

 

You are requested to confirm acceptance of this offer by completing the enclosed ‘Acceptance Note’ 

and emailing it to us at engofferletter@hcl.com within 3 working days of the receipt of this 

letter/communication.  

 

The detailed terms and condition of admission to this Training Program is outlined in Annexure 1.  

 

Welcome to HCL TSS!  

 

With Best Wishes  

 

Srimathi Shivashankar  

Program Director 
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Annexure I 

The details of this Admission Offer are as given below:  

1. Program Name, Location and Batch  

a) You are offered admission to the 6 months Training Program Training Program. 

b) The program is being offered at the nearest HCL office or in Virtual mode. Owing to the current 

circumstances the programme would be conducted in Online mode, though you may be 

required to report to the Training Centre as and when required by the Company. 

 

2. Training Program Structure, Curriculum 

a) The program is an employment readiness program consisting of classroom sessions, practice 

labs, online learning, assignments, projects, assessments and incidental training components.  

b) The program is an intensive one and would require you to adhere to training schedules on a 

regular basis. You are expected to adhere to training timings of HCL TSS.   

c) The curriculum of the program shall include, but is not limited to, content and activities 

designed to develop technical, professional and communication skills relevant for entry level 

roles 

d) These skills shall be delivered through various methods including classroom sessions, field 

work, practice labs, e-learning, assignments, projects and assessments.  

 

3. Program Completion Criteria 

To successfully complete the program, the following criteria must be met:  

a) Maintain full attendance for all training components during the entire duration of the program; 

exceptions to this requirement will be made solely at the discretion of the Company and only 

in cases of illness and/or emergencies.  

b) Complete and submit all coursework, assignments and projects on time with strict adherence 

to quality standards as defined by HCL TSS. 

c) Must strictly adhere to the Code of Business Ethics and Professional Conduct as prescribed by 

the company.  

d) Attain a passing grade in all exams & assessments as per the criteria defined by the Company 

during the Classroom Training and Professional Practice Term.  

e) Detailed success criteria of each element of the program will be shared with the candidate at 

the induction session on joining the program. Passing criterion is defined by the Company and 

is subject to change from time to time at the sole discretion of the Company.  

f) On successful completion of the Training Program, an internal Certification of Program 

Completion will be provided to the Candidate. 

 



 

 

In case a candidate is unable to complete the program successfully due to non-compliance to 

any of the above mentioned program completion criteria (points a to f) above he/she is liable 

to be released from the program and may be considered for a refund of fees paid as per the 

standard Refund guidelines of the Company. 
 

4. Training Program Fees, Payment schedule and Payment process  

The following payment modes are enabled for the candidates 

Payment schedule Amount 

Payment Option 1: Self Payment  

Initial payment (within 3 days of receipt of Offer Letter INR 35,400/- 

Before Training Start INR 1,41,600/- 

Total *(inclusive of taxes) INR 1,77,000 

Payment Option 2: Bank Loan (Option 1)  

Initial payment (within 3 days of receipt of Offer Letter INR 35,400/- 

Sanction letter and loan disbursement by Bank (within day 45 of CRT) INR 1,41,600/- 

Total *(inclusive of taxes) INR 1,77,000 

 

Please note that candidate has to confirm the payment mode at the time of offer acceptance and 

adhere to the same 

Once the bank approves the loan of the candidate, the sanction letter is to be submitted. 

In case the bank does not approve the loan or the candidate is not able to pay the complete fee for 

any other reasons by day 45 of the CRT, the admission would be withdrawn without any prior notice 

and any fee paid by the student would be refunded 

Admission is offered on a first come first served basis. You are therefore requested to make the 

payment of Initial Fee within 3 days of receiving the offer of admission. 

The fee can be paid through Demand Draft Payable in the name of “HCL TRAINING AND STAFFING 

SERVICES PRIVATE LIMITED” payable at Madurai or NEFT Transfer to Axis Bank branch as per the 

detailed given below 

a) NEFT Transfer: to the credit of Madurai  

Account no. – 915020029984575 

Bank Name – AXIS BANK LTD 

IFSC Code – UTIB0001788 

Mention in remarks - Provisional Offer Letter Reference ID 

b) Demand Draft: in favour of HCL TRAINING AND STAFFING SERVICES PRIVATE 

LIMITED, payable at Madurai. 

 



 

 

You are requested to email the scanned copy of your NEFT Transaction ID at 

engofferletter@hcl.com and call the HCL TSS recruitment counsellor @ 9787422835 to inform 

us about the payment details or any other additional information that you or your parents may 

require about HCL. 

You can also reach us at @ 9787422835 

5. Documentation Validation and Admission Confirmation  

You have been found eligible for enrolling under this program, based on the information provided by 

you, your scores in our admission test and personal discussions with you as part of our admission 

process.  

The offer is provisional and subject to verification of your academic & professional documents and 

authentication of the accuracy and correctness of information provided by you in your application 

form.  

In case of delay in your university result due to COVID-19 you shall be granted provisional admission 

and your training would begin. Such admission shall be subject to your university result meeting the 

minimum eligibility criteria. In case upon declaration of result, you do not meet the eligibility criteria 

your admission would stand revoked and any fee paid by you shall be refunded by HCL. 

Further, you shall submit the graduation final year / semester exam marksheet, within 15 days of 

declaration of result. In case the same are not submitted within 45 days from start of classroom 

training, for purpose of Company records and to the bank, in case bank loan is availed, your admission 

would stand revoked without any prior notice. 

 

Please ensure that you submit the following documents (scanned copies of Original for 

verification purposes, as well as self-attested photocopies for submission)   

 Signed Copy of the Offer Letter, Acceptance Letter and the Declaration Form (all pages)   

 Proof of payment of INR 35,400 paid for seat confirmation 

 Bank Loan Sanction letter / NEFT advice / Original DD for balance program fee INR 1,41,600 

 Class X Mark Sheet & Passing Certificate (ORIGINAL and 1 SET OF PHOTOCOPIES)  

 Class XII Mark Sheet & Passing Certificate (ORIGINAL and 1 SET OF PHOTOCOPIES) 

 Graduation Mark Sheet(s) & Degree/ Provisional ((ORIGINAL and 1 SET OF PHOTOCOPIES) 

 Birth Certificate/ 10th Certificate (1 SET OF PHOTOCOPIES) 

 Govt. Photo ID Proof (Voter ID/Driving License/PAN CARD/Passport/ Aadhar) (1 SET OF 

PHOTOCOPIES)  

 5 Passport Size Photographs (White Background) of Self  

 3 Photographs of family dependents (Father/ Mother etc.)  

 Latest CV with embedded passport-size photograph 
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 Photocopy of Passport first and last pages (if not available- please apply and provide copy of 

application receipt)  

 Photocopy of Pan Card (if not available- please apply and provide copy of application receipt)  

 Photocopy of Aadhar Card 

 

6. Employment Opportunities after successful Program completion  

The Company understands the requirement of enriching you with relevant experience and amass 

greater skill & knowledge, the benefit of which can be used in your future employment, in India or 

anywhere across globe.  

In this regard, the Company, after successful completion of the classroom training program, will afford 

you with an opportunity to enrol yourself for with one of our preferred partner named HCL 

Technologies Ltd (“HCLT”) for “hands on Specialized Training” program for a period of 3 months, which 

will be governed by HCLT’s terms and conditions. HCLT is a leading IT company which provides various 

services such as software-led IT Solutions, Remote infrastructure management, Research and 

development, and Business Process outsourcing (BPO) services worldwide 

The said “hands on Specialized Training” will be imparted by HCLT on “No Charge” basis, wherein you 

will not be charged any fees/consideration. HCLT at its own expenditure and cost will make all the 

arrangements for the said training and will reimburse an amount of INR 3,750 per month during the 

training towards your out of pocket expenses. The training will aim at your holistic development and 

multi-dimensional professional growth with the objective of enhancing your career prospects with 

complete focus on development of overall personality, productivity and competence. 

On successful completion of the said “hands on Specialized Training”, you will be afforded an 

opportunity to join HCLT or any of its group companies as Software Engineer, with a starting CTC of 

INR 2.26 lacs per annum, including salary and all benefits.   

7. Medical and Life Insurance Coverage   

The selected Candidates would be automatically covered under a Hospitalization Insurance, Term Life 

Insurance and Personal Accident Insurance Policies which will be valid for the duration of their 

program. Benefits are provided as per the prescribed guidelines of the Company. 

8. Cancellation and Withdrawal of Admission, Voluntary withdrawal by Candidates  

a. The Company reserves the right to cancel and/or withdraw the admission offer to a candidate at 

any stage during the Program under any one or more of the following conditions:  

 If the candidate is found to have misrepresented information pertaining to the admission 

criteria such as marks, qualifications, degrees, work experience, certifications including, but not 

limited to, documents provided and the application form.  

 If the candidate fails to pay the Program fees as per the timelines defined in point 4 above.  

 If the candidate is found to have committed an act of indiscipline, misbehaviour and non-

compliance with the rules of the Company.  



 

 

 If the candidate fails, at any stage to fulfil the success criteria for the program as detailed in 

point 3 above.  

b. The candidate may withdraw from the program voluntarily at any time during the course of the 

program by providing a written request to the Company.  

c. In all cases, whether the cancellation is initiated by the Company for reasons stated above or by the 

candidate voluntarily, the Company clarifies that the standard refund guidelines shall be applicable 

9. Relationship  

It is hereby stated and made clear that during the entire period of training, the relationship between 

parties shall be that of teacher and student and in no case would the candidate deem to be an 

employee of HCL TSS and no relationship of employer-employee can be deemed to exist anytime 

during the training period.  

10. Declaration Form  

It is hereby stated and made clear that the recitals contained in the Declaration form, signed voluntarily 

by you is an integral part of this present offer to you.  

11. Alteration, Modification of program and Force Majeure events  

Week one of the program consists of Registration, Documentation & Induction post which the 6 

months of Training starts.  

The Company retains the right to alter the content and duration of the program as required by its 

faculty or clients and also any such changes caused by circumstances which are unforeseen and 

beyond its control. The Company commits to ensure that the content and quality of the program is 

not compromised or diluted by such changes. Additionally, the program duration may change for 

candidates under circumstances of personal exigencies which are unforeseen and beyond the 

company’s control. The obligation for adherence to the 6 -month duration of training program may 

cease to exist under such circumstances.  

You are requested to confirm acceptance of this offer by completing the enclosed ‘Acceptance Note’ 

format and emailing it to us at engofferletter@hcl.com within 3 working days of the receipt of 

this communication. Please remember to quote the reference number mentioned above in all your 

correspondence with us.  

Welcome to HCL TSS!  

 

Srimathi Shivashankar  

Program Director 
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ACCEPTANCE NOTE  

I, hereby accept the offer of admission to the Training Program, as detailed in the Admission Offer 

Letter dated offered by HCL Training & Staffing Services Private Limited with  

Reference Number - _______________________________________ 

Signature ________________________________  

Name of the Candidate _______________________________  

Name of the parent(s) ________________________________  

Permanent Address ____________________________________________________________  

__________________________________________________________________________________  

__________________________________________________________________________________  

__________________________________________________________________________________  

Email ID: ________________________________  

Land Phone: _____________________________  

Mobile: ______________________________  

 

Payment Details 

Sno. Demand Draft /  

NEFT Transfer 

Bank Name/ 

Location 

Receipt/ Transaction 

Number 

Date Amount 

  

 

 

    

      

 Total  

 

 



 

 

 

DECLARATION  

I, ____________________________________, do hereby, on my own volition, state that I have understood the 

contents hereof and further declare that I meet the criteria prescribed, for being a part of the HCL TSS 

Training program, offered by HCL Training & Staffing Services Pvt. Ltd. (hereinafter referred as 

“Company”), declare and affirm as under:  

1. That I have gone through the Offer of Admission along with the terms and conditions, governing 

this Program, and have understood the contents thereof. I undertake to comply with all the terms 

and conditions, diligently, shared by the Company from time to time.  

2. I understand that I have been offered admission on the basis that the particulars furnished by me 

in my application, resume or any other document, relating to my qualification/ marks obtained, 

are factually correct. If, at any time, before or after the start/commencement of the Program, it 

transpires/ comes to the notice or brought to the knowledge of Company that I/undersigned 

have made a false/incorrect statement or have not disclosed a material fact or have suppressed 

some facts, sought from undersigned, which persuaded the authority to admit me for the 

program, my admission shall be rendered illegal and will be liable to be cancelled forthwith, 

without seeking any explanation or clarification. I also understand that in such an event, the full 

fee deposited by me will be forfeited and may not be refunded and I will not be considered for 

any certifications provided by the Company.  

3. I understand that my personal data may be shared by the Company with financing agencies in 

case I opt to apply for the financial assistance.  

4. I have passed my graduation as an Engineer (i.e. B.E/B. Tech) or post-graduation in MCA, MS, MSc 

(IT or C.S.E) with greater than or equal to 65% marks and I have secured greater than or equal to 

65% marks throughout my academic career.  

5. I understand that in case there is a delay in my university result due to COVID-19, and the training 

begins before the final result is declared, my admission shall be subject to my final scores meeting 

the minimum eligibility criteria. In case I fail to do the same, I understand that my admission 

stands revoked. 

6. I undertake that I will submit the graduation final year / semester exam marksheet, within 15 days 

of declaration of results and in case of failure to submit the same within 45 days from start of 

Classroom training, for purpose of Company records and to the bank in case bank loan is availed, 

the admission will stand revoked without any prior notice. 

7. I understand that it is a 6-month long program. The classroom training of this program will be 

conducted at the nearest HCL office or in Virtual mode. Owing to the current circumstances 

training may be imparted through online mode or physical mode as per the conditions. 

8. I understand that I can decide to arrange the IT Assets required and use the same for the Training 

Program. In such case, a laptop /desktop with 8 GB RAM, HDD (Hard disk Drive) of 320 or 500 GB, 

i5 or i7 Processor loaded with Company prescribed Software and Anti-virus requirements, a 



 

 

webcam and data card/Internet connection with 4 MBPS speed are essential prerequisites for 

undertaking the program. 

9. I understand that if I decide and confirm, then IT assets including a laptop, laptop bag, headphones 

and data card would be provided by the Company to enable seamless training and completion of 

the training programme and I will be responsible for proper usage of these Assets.  

10. I understand and agree that decision on allocation of specialization tracks will be the sole 

prerogative of the Company. 

11. I am expected to clear the final examination and to meet all the set performance evaluation 

criteria, as may be prescribed by the Company from time to time, before I could be declared 

successful candidate from the HCL TSS Training Program. I hereby agree and understand that if I 

don’t clear either the final examination or the evaluation criteria, I will be declared unsuccessful 

in the Program. I further understand that the fee deposited by me may stand forfeited 

automatically and I will not be considered for any certifications to be provided by the Company.  

12. I understand and agree that in case I decide to leave the program in the midst of the academic 

session of the HCL TSS Training Program, the fee deposited by me may be forfeited and I will not 

be considered for any certifications provided by the Company.  

13. I understand and agree that my admission to the program shall come to an end automatically 

and with immediate effect, without any prior notice in case I am found to have indulged in 

activities including but not limited to dishonesty, disobedience, insubordination, revealing 

confidential material to any other party, misconduct or any form of indiscipline or non-adherence.. 

I am aware that in case my admission gets annulled due to said reasons, the full fee deposited 

will be forfeited and would not be refunded and I will not be considered for any certification from 

HCL.  

14. I understand that my admission to the Program can be cancelled/terminated in case of short 

attendance, on account of having played truant, and on disciplinary issues 

15. I understand that in case I voluntary exit the program I shall not be liable for any refund of the 

fee paid or certification. An exceptional case would be when such voluntary exit is on medical 

grounds wherein the fee deposited by me would be refunded but i will not be considered for any 

certifications provided by the Company. I understand that my exit on medical ground will be 

considered when the said medical condition is such that it is impossible for me to continue with 

the training and I am able to produce sufficient medical documents to satisfy HCL of the same.  

16. I undertake that in case of my voluntary exit due to any reason except on medical ground as 

stated above, I and my parent / legal guardian would be solely responsible for closure of the loan 

account along with the interest accrued with the Financial institution/Bank who had granted the 

amount for the purpose of the Training. I further undertake that HCL would have no role or liability 

in the same. 

17. I understand that any of the terms and conditions stated above might change depending on the 

business requirements.  

 



 

 

 

I make the aforesaid declarations solemnly and sincerely believing the same are true and correct to 

the best of my knowledge and belief.  

Name ______________________________Signature __________________________Date ________________  

Permanent Address __________________________________________________________________________  

Email ID: ____________________________________  

Phone No.: (Landline) __________________________ (Mobile) _________________________

 













LETTER OF INTENT HCL TSS TRAINING PROGRAM

Date :02/07/2021

ADMISSION TO HCL TSS Training Program
REFERENCE ID:- HCL/TSS-M/0721/009
Registration No. HCLFC149348

Dear Venkatesh R.K

97B/2 cithu bala Krishnan iyar Street kamarajar salai madurai-9 ,
Madurai, Tamil Nadu, 625009

HCL Training & Staffing Services Pvt Ltd, (hereinafter referred to as Company) is pleased to offer you an
admission into the the 6 months Training Program commencing on 07/07/2021 At the nearest HCL office or in
Virtual mode.

The 6 months training program comprises of Classroom Training that involves job-readiness skills training. Owing to
the current circumstances, training may be imparted through online mode or physical mode as per the conditions.

Enrolment to the Training Program is subject to the terms and condition as laid down below:
a) The program fee of INR 1,77,000 /*- (Program fee Rs. 1,50,000/- + Rs. 27,000/- tax) is required to be
deposited as per one of the below payment modes
Payment schedule Amount

Payment Option 1: Self Payment

Initial payment (within 3 days of receipt of Offer Letter INR 35,400/-

Before Training Start INR 1,41,600/-

Total *(inclusive of taxes) INR 1,77,000

Payment Option 2: Bank Loan (Option 1)

Initial payment (within 3 days of receipt of Offer Letter INR 35,400/-

Sanction letter and loan disbursement by Bank (within day 45 of CRT) INR 1,41,600/-

Total *(inclusive of taxes) INR 1,77,000

Payment Option 3: Bank Loan (Option 2)

Initial payment Instalment 1(within 3 days of receipt of Offer Letter) INR 11,800/-

Initial payment Instalment 2 (Day 15 of CRT) INR 11,800/-

Initial payment Instalment 3 (Day 45 of CRT) INR 11,800/-

Sanction letter and loan disbursement by Bank (within day 45 of CRT) INR 1,41,600/-

Total *(inclusive of taxes) INR 1,77,000

• Once the bank approves the loan of the candidate, the sanction letter is to be submitted.
• In case the bank does not approve the loan or the candidate is not able to pay the complete fee for any other
reasons by day 45 of the CRT, the admission would be withdrawn without any prior notice and any fee paid by the
student would be refunded.



• Payments to be deposited into the bank account details mentioned in Annexure 1
b)  Please  note  that  this  admission  offer  is  provisional  and  subject  to  payment  of  full  Training  Program  fee,
verification  of  your  academic  and  professional  documents  and  authentication  of  the  accuracy  and  correctness  of
information provided by you in your application form. This letter supersedes all past communications on this subject.
c) In case of delay in your university result due to COVID-19 you shall be granted provisional admission and your
training would begin. Such admission shall be subject to your university result meeting the minimum eligibility
criteria. In case upon declaration of result, you do not meet the eligibility criteria your admission would stand
revoked and any fee paid by you shall be refunded by HCL.
d) Further, you shall submit the graduation final year / semester exam marksheet, within 15 days of declaration of
result. In case the same are not submitted within 45 days from start of classroom training, for purpose of Company
records and to the bank in case bank loan is availed, your admission would stand revoked without any prior notice.

Please note that this admission offer is provisional and subject to payment of full Training Program fee, verification
of your academic and professional documents and authentication of the accuracy and correctness of information
provided by you in your application form. This letter supersedes all past communications on this subject.

You are requested to confirm acceptance of this offer by completing the enclosed Acceptance Note and emailing it
to us at engofferletter@hcl.com within 3 working days of the receipt of this letter/communication.

The detailed terms and condition of admission to this Training Program is outlined in Annexure 1.

Welcome to HCL TSS!

Srimathi Shivashankar
Program Director



Annexure I

The details of this Admission Offer are as given below:

1. Program Name, Location and Batch
1. You are offered admission to the 6 months Training Program.
The program is being offered At the nearest HCL office or in Virtual mode.Owing to the current circumstances the
programme would be conducted in Online mode, though you may be required to report to the Training Centre as
and when required by the Company.
2. Training Program Structure, Curriculum
1.  The program is  an employment  readiness  program consisting of  classroom sessions,  practice  labs,  online
learning, assignments, projects, assessments and incidental training components.
2. The program is an intensive one and would require you to adhere to training schedules on a regular basis. You are
expected to adhere to training timings of HCL TSS.
3. The curriculum of the program shall include, but is not limited to, content and activities designed to develop
technical, professional and communication skills relevant for entry level roles
4. These skills shall be delivered through various methods including classroom sessions, field work, practice labs, e-
learning, assignments, projects and assessments.
5. During the hands on Specialized Training will be imparted by our preferred partner named HCL Technologies Ltd.,
you will be paid an amount of INR 3,750/- (Rupees 3,750 only) per month as Out of Pocket Expenses.
3. Program Completion Criteria
To successfully complete the program, the following criteria must be met:
1. Maintain full attendance for all training components during the entire duration of the program; exceptions to this
requirement will be made solely at the discretion of the Company and only in cases of illness and/or emergencies.
2. Complete and submit all coursework, assignments and projects on time with strict adherence to quality standards
as defined by HCL TSS and HCL Technologies.
3. Must strictly adhere to the Code of Business Ethics and Professional Conduct as prescribed by the company.
4.  Attain  a  passing  grade  in  all  exams  &  assessments  as  per  the  criteria  defined  by  the  Company  during  the
Classroom  Training  and  Professional  Practice  Term.
5. Detailed success criteria of each element of the program will be shared with the candidate at the induction
session on joining the program. Passing criterion is defined by the Company and is subject to change from time to
time at the sole discretion of the Company.
6.  On  successful  completion  of  the  Training  Program,  an  internal  Certification  of  Program  Completion  will  be
provided  to  the  Candidate.

In case a candidate is unable to complete the program successfully due to non-compliance to any of the above
mentioned program completion criteria (points a to f) above he/she is liable to be released from the program and
may be considered for a refund of fees paid as per the standard Refund guidelines of the Company.



4. Training Program Fees, Payment schedule and Payment process
The following payment modes are enabled for the candidates
Payment schedule Amount
Payment Option 1: Self Payment
Initial payment (within 3 days of receipt of Offer Letter INR 35,400/-
Before Training Start INR 1,41,600/-
Total *(inclusive of taxes) INR 1,77,000
Payment Option 2: Bank Loan (Option 1)
Initial payment (within 3 days of receipt of Offer Letter INR 35,400/-
Sanction letter and loan disbursement by Bank (within day 45 of CRT) INR 1,41,600/-
Total *(inclusive of taxes) INR 1,77,000
Payment Option 3: Bank Loan (Option 2)
Initial payment Instalment 1(within 3 days of receipt of Offer Letter) INR 11,800/-
Initial payment Instalment 2 (Day 15 of CRT) INR 11,800/-
Initial payment Instalment 3 (Day 45 of CRT) INR 11,800/-
Sanction letter and loan disbursement by Bank (within day 45 of CRT) INR 1,41,600/-
Total *(inclusive of taxes) INR 1,77,000

Please  note  that  candidate  has  to  confirm the  payment  mode  at  the  time  of  offer  acceptance  and  adhere  to  the
same

Once the bank approves the loan of the candidate, the sanction letter is to be submitted.

In case the bank does not approve the loan or the candidate is not able to pay the complete fee for any other
reasons by day 45 of the CRT, the admission would be withdrawn without any prior notice and any fee paid by the
student would be refunded

Admission is offered on a first come first served basis. You are therefore requested to make the payment of
Initial Fee within 3 days of receiving the offer of admission.

The fee can be paid through Demand Draft Payable in the name of HCL TRAINING AND STAFFING SERVICES
PRIVATE LIMITED Payable at Madurai or NEFT Transfer to Axis Bank branch as per the detailed given below

1. NEFT Transfer : to the credit of Madurai
Account no. 915020029984575
Bank Name AXIS BANK LTD
IFSC Code UTIB0001788
Mention in remarks - Provisional Offer Letter Reference ID
2.  Demand Draft:  in  favour of  HCL TRAINING AND STAFFING SERVICES PRIVATE LIMITED,  payable at

Madurai

You are requested to email  the scanned copy of  your NEFT Transaction ID at  engofferletter@hcl.com  and call  the
HCL TSS recruitment counsellor @ 9787422835 to inform us about the payment



details or any other additional information that you or your parents may require about HCL.

You can also reach us at @ 9787422835

5. Documentation Validation and Admission Confirmation
You have been found eligible for enrolling under this program, based on the information provided by you, your
scores in our admission test and personal discussions with you as part of our admission process.
The offer is provisional and subject to verification of your academic & professional documents and authentication of
the accuracy and correctness of information provided by you in your application form.

In case of delay in your university result due to COVID-19 you shall be granted provisional admission and your
training would begin. Such admission shall be subject to your university result meeting the minimum eligibility
criteria. In case upon declaration of result, you do not meet the eligibility criteria your admission would stand
revoked and any fee paid by you shall be refunded by HCL.

Further,  you  shall  submit  the  graduation  final  year  /  semester  exam marksheet,  within  15  days  of  declaration  of
result. In case the same are not submitted within 45 days from start of classroom training, for purpose of Company
records and to the bank, in case bank loan is availed, your admission would stand revoked without any prior notice.

Please  ensure  that  you  submit  the  following  documents  (scanned  copies  of  Original  for  verification
purposes, as well as self-attested photocopies for submission)
• Signed Copy of the Offer Letter, Acceptance Letter and the Declaration Form (all pages)
• Proof of payment of INR 35,400 paid for seat confirmation
• Bank Loan Sanction letter / NEFT advice / Original DD for balance program fee INR 1,41,600
• Class X Mark Sheet & Passing Certificate (ORIGINAL and 1 SET OF PHOTOCOPIES)
• Class XII Mark Sheet & Passing Certificate (ORIGINAL and 1 SET OF PHOTOCOPIES)
• Graduation Mark Sheet(s) & Degree/ Provisional ((ORIGINAL and 1 SET OF PHOTOCOPIES)
• Birth Certificate/ 10th Certificate (1 SET OF PHOTOCOPIES)
• Govt. Photo ID Proof (Voter ID/Driving License/PAN CARD/Passport/ Aadhar) (1 SET OF PHOTOCOPIES)
• 5 Passport Size Photographs (White Background) of Self
• 3 Photographs of family dependents (Father/ Mother etc.)
• Latest CV with embedded passport-size photograph
• Photocopy of Passport first and last pages (if not available- please apply and provide copy of application receipt)
• Photocopy of Pan Card (if not available- please apply and provide copy of application receipt)
• Photocopy of Aadhar Card

6. Employment Opportunities after successful Program completion
The Company understands the requirement of enriching you with relevant experience and amass greater skill &
knowledge, the benefit of which can be used in your future employment, in India or anywhere across globe.

In this regard, the Company, after successful completion of the classroom training program, will afford you with an
opportunity to enrol yourself for with one of our preferred partner named HCL Technologies Ltd (HCLT) for hands on



Specialized Training program for a period of 3 months, which will be governed by HCLTs terms and conditions. HCLT
is a leading IT company which provides various services such as software-led IT Solutions, Remote infrastructure
management, Research and development, and Business Process outsourcing (BPO) services worldwide

The said hands on Specialized Training will be imparted by HCLT on No Charge basis, wherein you will not be
charged any fees/consideration. HCLT at its own expenditure and cost will make all the arrangements for the said
training and will reimburse an amount of INR 3,750 per month during the training towards your out of pocket
expenses. The training will aim at your holistic development and multi-dimensional professional growth with the
objective  of  enhancing  your  career  prospects  with  complete  focus  on  development  of  overall  personality,
productivity and competence.

On successful completion of the said hands on Specialized Training, you will be afforded an opportunity to join HCLT
or any of its group companies as Software Engineer, with a starting CTC of INR 2.26 lacs per annum, including
salary and all benefits.

7. Medical and Life Insurance Coverage
The selected Candidates would be automatically covered under a Hospitalization Insurance, Term Life Insurance and
Personal Accident Insurance Policies which will be valid for the duration of their program. Benefits are provided as
per the prescribed guidelines of the Company.

8. Cancellation and Withdrawal of Admission, Voluntary withdrawal by Candidates
    ⚬ The Company reserves the right  to  cancel  and/or  withdraw the admission offer  to  a candidate at  any stage
during the Program under any one or more of the following conditions:
        ▪ If the candidate is found to have misrepresented information pertaining to the admission criteria such as
marks, qualifications, degrees, work experience, certifications including, but not limited to, documents provided and
the application form.
        ▪ If the candidate fails to pay the Program fees as per the timelines defined in point 4 above.
        ▪ If the candidate is found to have committed an act of indiscipline, misbehaviour and non-compliance with the
rules of the Company.
        ▪ If the candidate fails, at any stage to fulfil the success criteria for the program as detailed in point 3 above.
    ⚬ The candidate may withdraw from the program voluntarily at any time during the course of the program by
providing a written request to the Company.
    ⚬ In all cases, whether the cancellation is initiated by the Company for reasons stated above or by the candidate
voluntarily, the Company clarifies that the standard refund guidelines shall be applicable.

9. Relationship
It is hereby stated and made clear that during the entire period of training, the relationship between parties shall be
that of teacher and student and in no case would the candidate deem to be an employee of HCL TSS and no
relationship of employer-employee can be deemed to exist anytime during the training period.
10. Declaration Form
It is hereby stated and made clear that the recitals contained in the Declaration form, signed voluntarily by you is an



integral part of this present offer to you.
11. Alteration, Modification of program and Force Majeure events
Week one of  the program consists  of  Registration,  Documentation & Induction post  which the 3 months of
Classroom Training starts.

The Company retains the right to alter the content and duration of the program as required by its faculty or clients
and also any such changes caused by circumstances which are unforeseen and beyond its control. The Company
commits to ensure that the content and quality of the program is not compromised or diluted by such changes.
Additionally, the program duration may change for candidates under circumstances of personal exigencies which
are unforeseen and beyond the companys control. The obligation for adherence to the 6 month duration of training
program may cease to exist under such circumstances.

You  are  requested  to  confirm  acceptance  of  this  offer  by  completing  the  enclosed  Acceptance  Note  format  and
emailing  it  to  us  at  engofferletter@hcl.com  within  3  working  days  of  the  receipt  of  this  communication.  Please
remember  to  quote  the  reference  number  mentioned  above  in  all  your  correspondence  with  us.

Welcome to HCL TSS!

Srimathi Shivashankar
Program Director



ACCEPTANCE NOTE

I, hereby accept the offer of admission to the Training Program, as detailed in the Admission Offer Letter dated
offered by HCL Training & Staffing Services Private Limited with

Reference NumberHCL/TSS-M/0721/009

Signature ________________________________

Name of the Candidate _______________________________

Name of the parent(s) ________________________________

Permanent Address ____________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

Email ID: ________________________________

Land Phone: _____________________________

Mobile: ______________________________

Payment Details

Sno. Demand  Draft  /  NEFT
Transfer Bank Name/ Location Rece ipt /  T ransact ion

Number Date Amount

Total



DECLARATION

I, ____________________________________, do hereby, on my own volition, state that I have understood the contents
hereof and further declare that I meet the criteria prescribed, for being a part of the HCL TSS Training program,
offered by HCL Training & Staffing Services Pvt. Ltd. (hereinafter referred as Company), declare and affirm as under:

1. That I have gone through the Offer of Admission along with the terms and conditions, governing this Program, and
have understood the contents thereof. I undertake to comply with all the terms and conditions, diligently, shared by
the Company from time to time.
2.  I  understand  that  I  have  been  offered  admission  on  the  basis  that  the  particulars  furnished  by  me  in  my
application, resume or any other document, relating to my qualification/ marks obtained, are factually correct. If, at
any time, before or after the start/commencement of the Program, it transpires/ comes to the notice or brought to
the knowledge of Company that I/undersigned have made a false/incorrect statement or have not disclosed a
material fact or have suppressed some facts, sought from undersigned, which persuaded the authority to admit me
for the program, my admission shall be rendered illegal and will be liable to be cancelled forthwith, without seeking
any explanation or clarification. I also understand that in such an event, the full fee deposited by me will be forfeited
and may not be refunded and I will not be considered for any certifications provided by the Company.
3. I understand that my personal data may be shared by the Company with financing agencies in case I opt to apply
for the financial assistance.
4. I have passed my graduation  or post-graduation in  with greater than or equal to 65% marks and I have secured
greater than or equal to 65% marks throughout my academic career.
5. I understand that it is a 6-month long program. The classroom training of this program will be conducted At the
nearest HCL office or in Virtual mode. Owing to the current circumstances training may be imparted throughonline
mode or physical mode as per the conditions.
6. I understand that in case there is a delay in my university result due to COVID-19, and the training begins before
the final result is declared, my admission shall be subject to my final scores meeting the minimum eligibility criteria.
In case I fail to do the same, I understand that my admission stands revoked.
7. I undertake that I will submit the graduation final year / semester exam marksheet, within 15 days of declaration
of results and in case of failure to submit the same within 45 days from start of Classroom training, for purpose of
Company records and to the bank in case bank loan is availed, the admission will stand revoked without any prior
notice.
8. I understand that a laptop /desktop with 8 GB RAM, HDD (Hard disk Drive) of 320 or 500 GB, i5 or i7 Processor
loaded  with  Company  prescribed  Software  and  Anti-virus  requirements,  a  webcam  and  data  card/Internet
connection with 4 MBPS speed are essential prerequisites for undertaking the program. I further understand that I
am obligated to arrange for the same and in case of non-fulfilment of the said criteria, the Company may withdraw
admission to the Training Program.
9. I understand and agree that decision on allocation of specialization tracks will be the sole prerogative of the
Company.



10. I am expected to clear the final examination and to meet all the set performance evaluation criteria, as may be
prescribed by the Company from time to time, before I could be declared successful candidate from the HCL TSS
Training Program. I hereby agree and understand that if I dont clear either the final examination or the evaluation
criteria, I will be declared unsuccessful in the Program. I further understand that the fee deposited by me may stand
forfeited automatically and I will not be considered for any certifications to be provided by the Company.
11. I understand and agree that in case I decide to leave the program in the midst of the academic session of the
HCL TSS Training Program, the fee deposited by me may be forfeited and I  will  not  be considered for  any
certifications provided by the Company.
12. I  understand and agree that my admission to the program shall  come to an end automatically and with
immediate effect, without any prior notice in case I am found to have indulged in activities including but not limited
to dishonesty, disobedience, insubordination, revealing confidential material to any other party, misconduct or any
form of indiscipline or non-adherence.. I am aware that in case my admission gets annulled due to said reasons, the
full fee deposited will be forfeited and would not be refunded and I will not be considered for any certification from
HCL.
13. I understand that my admission to the Program can be cancelled/terminated in case of short attendance, on
account of having played truant, and on disciplinary issues
14. I understand that in case I voluntary exit the program I shall not be liable for any refund of the fee paid or
certification.  An  exceptional  case  would  be  when  such  voluntary  exit  is  on  medical  grounds  wherein  the  fee
deposited by me would be refunded but i  will  not be considered for any certifications provided by the Company. I
understand that my exit on medical ground will be considered when the said medical condition is such that it is
impossible for me to continue with the training and I am able to produce sufficient medical documents to satisfy HCL
of the same.
15. I undertake that in case of my voluntary exit due to any reason except on medical ground as stated above, I and
my parent / legal guardian would be solely responsible for closure of the loan account along with the interest
accrued with the Financial institution/Bank who had granted the amount for the purpose of the Training. I further
undertake that HCL would have no role or liability in the same.
16. I understand that any of the terms and conditions stated above might change depending on the business
requirements.

I make the aforesaid declarations solemnly and sincerely believing the same are true and correct to the best of my
knowledge and belief.

Name _________________Signature ________Date ____________Permanent Address ____________________

Email ID: ______________Phone No.: (Landline) __________________________ (Mobile) __________________________



 

 

LETTER OF INTENT – HCL TSS TRAINING PROGRAM 

 

Date: August 04,2021 

 

ADMISSION TO HCL TSS Training Program 

 

REFERENCE ID – HCL/TSS-M/0821/011 

 

Dear Aparna V, 

 

Address: Arambanur pudur kodikulam post othakadi near agriculture 

college,Madurai,Tamil Nadu,625104 

 

 

HCL Training & Staffing Services Pvt Ltd, (hereinafter referred to as “Company”) is 

pleased to offer you an admission into the 6 months Training Program commencing on 

August 13,2021 at the nearest HCL office or in Virtual mode.  

 

The 6 months training program comprises Classroom Training that involves job-readiness 

skills training. Owing to the current circumstances, training may be imparted through online 

mode or physical mode as per the conditions or Government guidelines. 

Enrolment to the Training Program is subject to the terms and condition as laid down below:  

 

a) The program fee of INR 1,77,000 /*- (Program fee Rs. 1,50,000/- + Rs. 27,000/- 

tax) is required to be deposited as per one of the below payment modes 

 

Payment schedule Amount 

Payment Option 1: Self Payment  

Initial payment (within 3 days of receipt of Offer Letter INR 35,400/- 

Before Training Start INR 1,41,600/- 

Total *(inclusive of taxes) INR 1,77,000 

Payment Option 2: Bank Loan (Option 1)  

Initial payment (within 3 days of receipt of Offer Letter INR 35,400/- 

Sanction letter and loan disbursement by Bank (within day 45 of CRT) INR 1,41,600/- 

Total *(inclusive of taxes) INR 1,77,000 

 

 Once the bank approves the loan of the candidate, the sanction letter is to be 

submitted. 

 In case the bank does not approve the loan or the candidate is not able to pay 

the complete fee for any other reasons by day 45 of the CRT, the admission 

would be withdrawn without any prior notice and any fee paid by the student 

would be refunded. 

 Payments to be deposited into the bank account details mentioned in Annexure 

1 



 

 

b) Please note that this admission offer is provisional and subject to payment of full 

Training Program fee, verification of your academic and professional documents and 

authentication of the accuracy and correctness of information provided by you in your 

application form. This letter supersedes all past communications on this subject.  

c) In case of delay in your university result due to COVID-19 you shall be granted 

provisional admission and your training would begin. Such admission shall be subject 

to your university result meeting the minimum eligibility criteria. In case upon 

declaration of result, you do not meet the eligibility criteria your admission would stand 

revoked and any fee paid by you shall be refunded by HCL. 

d) Further, you shall submit the graduation final year / semester exam marksheet, within 

15 days of declaration of result. In case the same are not submitted within 45 days from 

start of classroom training, for purpose of Company records and to the bank in case 

bank loan is availed, your admission would stand revoked without any prior notice. 

 

You are requested to confirm acceptance of this offer by completing the enclosed 

‘Acceptance Note’ and emailing it to us at engofferletter@hcl.com within 3 working 

days of the receipt of this letter/communication.  

 

For Further Clarifications kindly visit : www.hclfirstcareers.com 

 

The detailed terms and condition of admission to this Training Program is outlined in 

Annexure 1.  

 

Welcome to HCL TSS!  

 

With Best Wishes  

 
Srimathi Shivashankar  

Program Director 

  

mailto:engofferletter@hcl.com
http://www.hclfirstcareers.com/


 

 

Annexure I 

The details of this Admission Offer are as given below:  

1. Program Name, Location and Batch  

a) You are offered admission to the 6 months Training Program Training Program. 

b) The program is being offered at the nearest HCL office or in Virtual mode. Owing to 

the current circumstances the programme would be conducted in Online mode, 

though you may be required to report to the Training Centre as and when required by 

the Company. 

 

2. Training Program Structure, Curriculum 

a) The program is an employment readiness program consisting of classroom sessions, 

practice labs, online learning, assignments, projects, assessments and incidental 

training components.  

b) The program is an intensive one and would require you to adhere to training schedules 

on a regular basis. You are expected to adhere to training timings of HCL TSS.   

c) The curriculum of the program shall include, but is not limited to, content and activities 

designed to develop technical, professional and communication skills relevant for entry 

level roles 

d) These skills shall be delivered through various methods including classroom sessions, 

field work, practice labs, e-learning, assignments, projects and assessments.  

 

3. Program Completion Criteria 

To successfully complete the program, the following criteria must be met:  

a) Maintain full attendance for all training components during the entire duration of the 

program; exceptions to this requirement will be made solely at the discretion of the 

Company and only in cases of illness and/or emergencies.  

b) Complete and submit all coursework, assignments and projects on time with strict 

adherence to quality standards as defined by HCL TSS. 

c) Must strictly adhere to the Code of Business Ethics and Professional Conduct as 

prescribed by the company.  

d) Attain a passing grade in all exams & assessments as per the criteria defined by the 

Company during the Classroom Training and Professional Practice Term.  

e) Detailed success criteria of each element of the program will be shared with the 

candidate at the induction session on joining the program. Passing criterion is defined 

by the Company and is subject to change from time to time at the sole discretion of 

the Company.  

f) On successful completion of the Training Program, an internal Certification of Program 

Completion will be provided to the Candidate. 

 



 

 

In case a candidate is unable to complete the program successfully due to non-

compliance to any of the above mentioned program completion criteria (points a to 

f) above he/she is liable to be released from the program and may be considered for 

a refund of fees paid as per the standard Refund guidelines of the Company. 
 

4. Training Program Fees, Payment schedule and Payment process  

The following payment modes are enabled for the candidates 

Payment schedule Amount 

Payment Option 1: Self Payment  

Initial payment (within 3 days of receipt of Offer Letter INR 35,400/- 

Before Training Start INR 1,41,600/- 

Total *(inclusive of taxes) INR 1,77,000 

Payment Option 2: Bank Loan (Option 1)  

Initial payment (within 3 days of receipt of Offer Letter INR 35,400/- 

Sanction letter and loan disbursement by Bank (within day 45 of CRT) INR 1,41,600/- 

Total *(inclusive of taxes) INR 1,77,000 

 

Please note that candidate has to confirm the payment mode at the time of offer acceptance 

and adhere to the same 

Once the bank approves the loan of the candidate, the sanction letter is to be submitted. 

In case the bank does not approve the loan or the candidate is not able to pay the complete 

fee for any other reasons by day 45 of the CRT, the admission would be withdrawn without 

any prior notice and any fee paid by the student would be refunded 

Admission is offered on a first come first served basis. You are therefore requested to make 

the payment of Initial Fee within 3 days of receiving the offer of admission. 

The fee can be paid through Demand Draft Payable in the name of “HCL TRAINING AND 

STAFFING SERVICES PRIVATE LIMITED” payable at Madurai or NEFT Transfer to Axis Bank 

branch as per the detailed given below 

a) NEFT Transfer: to the credit of HCL TRAINING AND STAFFING SERVICES PRIVATE 

LIMITED  

Account no. – 915020029984575 

Bank Name – AXIS BANK LTD 

IFSC Code – UTIB0001788 

Bank branch: Sector 44, Noida, Dist Gautam Buddha Nagar, Uttar Pradesh, Pin 201301 

Mention in remarks - Provisional Offer Letter Reference ID 

b) Demand Draft: in favour of HCL TRAINING AND STAFFING SERVICES PRIVATE 

LIMITED, payable at Madurai. 

 

 



 

 

 

You are requested to email the scanned copy of your NEFT Transaction ID at 

engofferletter@hcl.com and call the HCL TSS recruitment counsellor @ 9787422835 to 

inform us about the payment details or any other additional information that you or your 

parents may require about HCL. 

 

You can also reach us at @ 9787422835. 
 

5. Documentation Validation and Admission Confirmation  

You have been found eligible for enrolling under this program, based on the information 

provided by you, your scores in our admission test and personal discussions with you as part 

of our admission process.  

The offer is provisional and subject to verification of your academic & professional documents 

and authentication of the accuracy and correctness of information provided by you in your 

application form.  

In case of delay in your university result due to COVID-19 you shall be granted provisional 

admission and your training would begin. Such admission shall be subject to your university 

result meeting the minimum eligibility criteria. In case upon declaration of result, you do not 

meet the eligibility criteria your admission would stand revoked and any fee paid by you shall 

be refunded by HCL. 

Further, you shall submit the graduation final year / semester exam marksheet, within 15 days 

of declaration of result. In case the same are not submitted within 45 days from start of 

classroom training, for purpose of Company records and to the bank, in case bank loan is 

availed, your admission would stand revoked without any prior notice. 

 

Please ensure that you submit the following documents (scanned copies of Original for 

verification purposes, as well as self-attested photocopies for submission)   

 Signed Copy of the Offer Letter, Acceptance Letter and the Declaration Form (all pages)   

 Proof of payment of INR 35,400 paid for seat confirmation 

 Bank Loan Sanction letter / NEFT advice / Original DD for balance program fee INR 

1,41,600 

 Class X Mark Sheet & Passing Certificate (1 Scanned copy)  

 Class XII Mark Sheet & Passing Certificate (1 Scanned copy) 

 Graduation Mark Sheet(s) & Degree/ Provisional (1 Scanned copy) 

 Birth Certificate/ 10th Certificate (1 Scanned copy) 

 Govt. Photo ID Proof (PAN CARD/Voter ID/Driving License/ Passport) 

 Aadhar Card  

 Passport Size Photographs of Self  

 Latest CV with embedded passport-size photograph 
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6. Employment Opportunities after successful Program completion  

The Company understands the requirement of enriching you with relevant experience and 

amass greater skill & knowledge, the benefit of which can be used in your future employment, 

in India or anywhere across globe.  

In this regard, the Company, after successful completion of the classroom training program, 

will afford you with an opportunity to enrol yourself for with one of our preferred partner 

named HCL Technologies Ltd (“HCLT”) for “hands on Specialized Training” program for a period 

of 3 months, which will be governed by HCLT’s terms and conditions. HCLT is a leading IT 

company which provides various services such as software-led IT Solutions, Remote 

infrastructure management, Research and development, and Business Process outsourcing 

(BPO) services worldwide 

The said “hands on Specialized Training” will be imparted by HCLT on “No Charge” basis, 

wherein you will not be charged any fees/consideration. HCLT at its own expenditure and cost 

will make all the arrangements for the said training and will reimburse an amount of INR 3,750 

per month during the training towards your out of pocket expenses. The training will aim at your 

holistic development and multi-dimensional professional growth with the objective of 

enhancing your career prospects with complete focus on development of overall personality, 

productivity and competence. 

On successful completion of the said “hands on Specialized Training”, you will be afforded an 

opportunity to join HCLT or any of its group companies as Software Engineer, with a starting 

CTC of INR 2.26 lacs per annum, including salary and all benefits.   

7. Medical and Life Insurance Coverage   

The selected Candidates would be automatically covered under a Hospitalization Insurance, 

Term Life Insurance and Personal Accident Insurance Policies which will be valid for the 

duration of their program. Benefits are provided as per the prescribed guidelines of the 

Company. 

8. Cancellation and Withdrawal of Admission, Voluntary withdrawal by Candidates  

a. The Company reserves the right to cancel and/or withdraw the admission offer to a 

candidate at any stage during the Program under any one or more of the following conditions:  

 If the candidate is found to have misrepresented information pertaining to the 

admission criteria such as marks, qualifications, degrees, work experience, certifications 

including, but not limited to, documents provided and the application form.  

 If the candidate fails to pay the Program fees as per the timelines defined in point 4 

above.  

 If the candidate is found to have committed an act of indiscipline, misbehaviour and 

non-compliance with the rules of the Company.  

 If the candidate fails, at any stage to fulfil the success criteria for the program as 

detailed in point 3 above.  

b. The candidate may withdraw from the program voluntarily at any time during the course of 



 

 

the program by providing a written request to the Company.  

c. In all cases, whether the cancellation is initiated by the Company for reasons stated above 

or by the candidate voluntarily, the Company clarifies that the standard refund guidelines shall 

be applicable 

9. Relationship  

It is hereby stated and made clear that during the entire period of training, the relationship 

between parties shall be that of teacher and student and in no case would the candidate deem 

to be an employee of HCL TSS and no relationship of employer-employee can be deemed to 

exist anytime during the training period.  

10. Declaration Form  

It is hereby stated and made clear that the recitals contained in the Declaration form, signed 

voluntarily by you is an integral part of this present offer to you.  

11. Alteration, Modification of program and Force Majeure events  

Week one of the program consists of Registration, Documentation & Induction post which the 

6 months of Training starts.  

The Company retains the right to alter the content and duration of the program as required 

by its faculty or clients and also any such changes caused by circumstances which are 

unforeseen and beyond its control. The Company commits to ensure that the content and 

quality of the program is not compromised or diluted by such changes. Additionally, the 

program duration may change for candidates under circumstances of personal exigencies 

which are unforeseen and beyond the company’s control. The obligation for adherence to the 

6 -month duration of training program may cease to exist under such circumstances.  

You are requested to confirm acceptance of this offer by completing the enclosed 

‘Acceptance Note’ format and emailing it to us at engofferletter@hcl.com within 3 

working days of the receipt of this communication. Please remember to quote the reference 

number mentioned above in all your correspondence with us.  

 

Welcome to HCL TSS!  

 
Srimathi Shivashankar  

Program Director 
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ACCEPTANCE NOTE  

I, hereby accept the offer of admission to the Training Program, as detailed in the Admission 

Offer Letter dated offered by HCL Training & Staffing Services Private Limited with  

Reference Number - _______________________________________ 

Signature ________________________________  

Name of the Candidate _______________________________  

Name of the parent(s) ________________________________  

Permanent Address ____________________________________________________________  

__________________________________________________________________________________  

__________________________________________________________________________________  

__________________________________________________________________________________  

Email ID: ________________________________  

Land Phone: _____________________________  

Mobile: ______________________________  

 

Payment Details 

Sno. Demand Draft /  

NEFT Transfer 

Bank Name/ 

Location 

Receipt/ 

Transaction 

Number 

Date Amount 

  

 

 

    

      

 Total  

 

 

 

 

 

 



 

 

 

DECLARATION  

I, ____________________________________, do hereby, on my own volition, state that I have 

understood the contents hereof and further declare that I meet the criteria prescribed, for 

being a part of the HCL TSS Training program, offered by HCL Training & Staffing Services Pvt. 

Ltd. (hereinafter referred as “Company”), declare and affirm as under:  

1. That I have gone through the Offer of Admission along with the terms and conditions, 

governing this Program, and have understood the contents thereof. I undertake to comply 

with all the terms and conditions, diligently, shared by the Company from time to time.  

2. I understand that I have been offered admission on the basis that the particulars furnished 

by me in my application, resume or any other document, relating to my qualification/ 

marks obtained, are factually correct. If, at any time, before or after the 

start/commencement of the Program, it transpires/ comes to the notice or brought to the 

knowledge of Company that I/undersigned have made a false/incorrect statement or have 

not disclosed a material fact or have suppressed some facts, sought from undersigned, 

which persuaded the authority to admit me for the program, my admission shall be 

rendered illegal and will be liable to be cancelled forthwith, without seeking any 

explanation or clarification. I also understand that in such an event, the full fee deposited 

by me will be forfeited and may not be refunded and I will not be considered for any 

certifications provided by the Company.  

3. I understand that my personal data may be shared by the Company with financing 

agencies in case I opt to apply for the financial assistance.  

4. I have passed my graduation as an Engineer (i.e. B.E/B. Tech) or post-graduation in MCA, 

MS, MSc (IT or C.S.E) with greater than or equal to 65% marks and I have secured greater 

than or equal to 65% marks throughout my academic career.  

5. I understand that in case there is a delay in my university result due to COVID-19, and the 

training begins before the final result is declared, my admission shall be subject to my 

final scores meeting the minimum eligibility criteria. In case I fail to do the same, I 

understand that my admission stands revoked. 

6. I undertake that I will submit the graduation final year / semester exam marksheet, within 

15 days of declaration of results and in case of failure to submit the same within 45 days 

from start of Classroom training, for purpose of Company records and to the bank in case 

bank loan is availed, the admission will stand revoked without any prior notice. 

7. I understand that it is a 6-month long program. The classroom training of this program 

will be conducted at the nearest HCL office or in Virtual mode. Owing to the current 

circumstances training may be imparted through online mode or physical mode as per 

the conditions. 

8. I understand that I have to arrange the IT Assets required and use the same for the Training 

Program. In such case, a laptop /desktop with 8 GB RAM, HDD (Hard disk Drive) of 320 or 

500 GB, i5 or i7 Processor loaded with Company prescribed Software and Anti-virus 

requirements, a webcam and data card/Internet connection with 4 MBPS speed are 

essential prerequisites for undertaking the program. 



 

 

9. I understand and agree that decision on allocation of specialization tracks will be the sole 

prerogative of the Company. 

10. I am expected to clear the final examination and to meet all the set performance 

evaluation criteria, as may be prescribed by the Company from time to time, before I could 

be declared successful candidate from the HCL TSS Training Program. I hereby agree and 

understand that if I don’t clear either the final examination or the evaluation criteria, I will 

be declared unsuccessful in the Program. I further understand that the fee deposited by 

me may stand forfeited automatically and I will not be considered for any certifications to 

be provided by the Company.  

11. I understand and agree that in case I decide to leave the program in the midst of the 

academic session of the HCL TSS Training Program, the fee deposited by me may be 

forfeited and I will not be considered for any certifications provided by the Company.  

12. I understand and agree that my admission to the program shall come to an end 

automatically and with immediate effect, without any prior notice in case I am found to 

have indulged in activities including but not limited to dishonesty, disobedience, 

insubordination, revealing confidential material to any other party, misconduct or any 

form of indiscipline or non-adherence. I am aware that in case my admission gets annulled 

due to said reasons, the full fee deposited will be forfeited and would not be refunded 

and I will not be considered for any certification from HCL.  

13. I understand that my admission to the Program can be cancelled/terminated in case of 

short attendance, on account of having played truant, and on disciplinary issues 

14. I understand that in case I voluntary exit the program I shall not be liable for any refund 

of the fee paid or certification. An exceptional case would be when such voluntary exit is 

on medical grounds wherein the fee deposited by me would be refunded but i will not be 

considered for any certifications provided by the Company. I understand that my exit on 

medical ground will be considered when the said medical condition is such that it is 

impossible for me to continue with the training and I am able to produce sufficient medical 

documents to satisfy HCL of the same.  

15. I undertake that in case of my voluntary exit due to any reason except on medical ground 

as stated above, I and my parent / legal guardian would be solely responsible for closure 

of the loan account along with the interest accrued with the Financial institution/Bank who 

had granted the amount for the purpose of the Training. I further undertake that HCL 

would have no role or liability in the same. 

16. I understand that any of the terms and conditions stated above might change depending 

on the business requirements.  

 

 

 

 

 



 

 

I make the aforesaid declarations solemnly and sincerely believing the same are true and 

correct to the best of my knowledge and belief.  

Name ______________________________Signature __________________________Date ________________  

Permanent Address __________________________________________________________________________  

Email ID: ____________________________________  

Phone No.: (Landline) __________________________ (Mobile) _________________________ 

 



1
                                                                                                                                  Signature of Employee: 

Offer Release Date January 6, 2022

Yazhini   S
10-4-36/10,suruli road,kamayakoundan
patti,theni,tamil nadu,625521., theni,   
Tamil Nadu, India, 625521 

Sub: Offer and Appointment Letter

Dear Yazhini   S,

Congratulations! With reference to the interviews conducted by HCL TECH  LTD. - IOMC (“HCL” or “Company”), we 
are pleased to inform you that you have been selected for employment in our organization as Graduate Engineer 
Trainee in band E1.

This position is a great match for your talent and skills, and that you will enjoy the professional challenges and 
growth opportunities associated with this role.

You are requested to join us on January 6, 2022 at 9:00 A.M at the following address, Chennai-AMB-6, Amb. Ind. 
Est.,MTH Rd,ODC. Your joining would be subject to successful completion and compliance with the pre-joining 
requirements as applicable.

We at HCL believe in our colleagues showing flexibility and willingness to be deployed and rotated across the 
various locations, geographies and subsidiaries including our Infrastructure and BPO divisions, HCL Axon etc. In line 
with the same approach, we look forward to your being flexible towards your placement in – HCL TECH  LTD. - 
IOMC. Your growth in this organization will be in line with your capabilities. 

Your Terms and Conditions of employment are detailed in this offer and appointment letter and appended 
annexure(s).

Your Total Compensation will be INR 3.65 Lacs per annum outlined in Annexure I. 

You will be on probation for a period of 12 months from the date of your joining. The general terms and conditions 
governing your employment are outlined in Annexure II.

You will be required to sign a service agreement along with a surety amount of INR 1.25 Lakhs in terms of which 
you also bind yourself to serve the company for a period of at least of 24 months from the date of Joining. The 
terms and conditions of such Service agreement shall also be deemed to form part of your contract of 
employment with the Company.

On the date of joining, you would be required to submit the documents listed in Annexure III. Please note that the 
submission of all listed documents is essential for the validity of your appointment in the Company.

Annexure IV provides details on the various compensation components and selected benefits that we offer you as 
a part of the HCL family.

You need to have cleared all the subjects & should be a pass out of 2021 batch for the current academic course 
and be able to produce a provisional certificate from your college/university at the time of joining. No candidature 
with standing arrears will be entertained for joining on the stated date.
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Please note that in case you are unable to report for joining on the respective date, this offer & appointment letter 
extended to you by HCL TECH  LTD. - IOMC will stand withdrawn without any liability.  
Welcome to our Organization! We look forward to a mutually fruitful association.

Yours truly,
For HCL TECH  LTD. - IOMC
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Annexure 1
 

COMPENSATION PLAN
Name Yazhini   S
Band E1
Designation Graduate Engineer Trainee
City Chennai

Monthly Components (in INR)
Basic Salary                                                       15,090 
House Rent Allowance                                                          7,545 
Advance Statutory Bonus                                                                 -   
Holiday Allowance                                                          1,066 
Food Wallet                                                                 -   
Flexi Basket*                                                                 -   
Compensatory Allowance                                                                 -   

  
TOTAL: Monthly                                                       23,701 
TOTAL: Monthly Components : Annualized                                                     284,415 

 
Retirals & Other Benefits (in INR)

Provident Fund                                                       21,730 
Medical Insurance Premium/ESIC                                                       10,000 
Gratuity                                                          8,706 

TOTAL : Retirals                                                       40,435 
  

Variable Components (in INR)
Performance Bonus (in Rs.)                                                       21,900 
Engagement PB (paid monthly) @ 100% achievement 

levels                                                       18,250 

TOTAL: Variable Components                                                       40,150 
 

COST TO COMPANY                                                     3,65,000 
 

Flexi Basket Details  Max Sub limits (p.a.) 
Fuel Reimbursement and Car Maintenance Charges                                                                 -   
Leave Travel Assistance / Allowance                                                                 -   
Car Lease Rental                                                                 -   

TOTAL : Annual Flexi Basket                                                                 -   
Employee has an option of availing all, some or none of the Flexi Basket across various components as per annual 

limits and entitlements  mentioned in the CTC sheet. Based on the individual declaration and actual reimbursements, 
any unclaimed amount will be paid as taxable to the individual

Insurance & Medical Benefits (in INR)  Max Sub limits (p.a.) 
Hospitalization cost reimbursement limit                                                     360,000 
Term life Insurance Cover                                                 2,000,000 
Disability cover due to accident (upto)                                                 1,800,000 

NOTE:  
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1. Bserv E0.1 and E0.2 employees are to be considered under Semi-skilled Category. All other employees are under 
Skilled category
2. All salary components are governed by the company policies and statutory guidelines.
3. This salary sheet is strictly confidential and must not be discussed with anyone other than your HCLT Reporting 
Manager and/or your HR Manager.
4. Any personal tax liability arising out of compensation will be borne solely by the employee.
5. Gratuity to be payable as per act  



5
                                                                                                                                  Signature of Employee: 

                              
Annexure II

Welcome aboard…

It is often said that an organization can grow only if it empowers its employees to grow! At HCL, we consciously 
realize this fact and have developed a five-fold path for individual enlightenment that not only covers basic 
monetary benefits for HCLites, but also takes care of their professional growth by providing empowerment, 
knowledge, recognition, transformation and support. 

Following are the terms and conditions that refer to our offer of employment to you for the position of Graduate 
Engineer Trainee. This is to be read in conjunction with the offer & appointment letter as attached. 

GENERAL TERMS AND CONDITIONS OF EMPLOYMENT

This Annexure lays down the general terms and conditions of employment to to HCL TECH  LTD. - IOMC  (herein 
referred as “HCL” or “Company”) and is a legally binding document. 

1. Location:

        Your place of work will be located at Chennai-AMB-6, Amb. Ind. Est.,MTH Rd,ODC.

2. Commencement of Employment: 

Your period of continuous employment with the Company will commence from the date of your joining the 
Company subject to fulfillment of the other conditions as mentioned on this employment contract. 

3. Medical Checkup:

        Your employment is subject to you being declared medically fit by the company doctor.

4. Probation

a) You shall be on probation for a period of 12 months from the date of your appointment and unless notified in 
writing, you will be deemed as “confirmed” on completion of your probation period.

b) Your case for permanent absorption in the employment of the Company shall be considered on your 
satisfactorily completing the probationary period.

c) If during, or on the expiry of, the probation period (initial or extended) the Management finds your 
performance to be unsatisfactory or that you lack the aptitude for the job or that you are not suitable for the 
job, or the like, your probationary employment would be liable to be terminated, at any time, and without any 
liability.

5. HCL Training Program:

Training (classroom/on the job) sessions will be conducted after your joining. The training period may be 
either extended or may be deemed completed earlier, at the discretion of the Management. 

6. Notice Period/ Separation: 

Your employment with the Company can also be terminated either by the Company or by you by giving the 
other party 60 days advance notice. If the Company terminates the employment and decides to relieve you 
before the completion of the notice period, the ‘Basic’ component of the salary for the balance notice period 
would be paid to you by adjusting the amounts payable by you to the Company. For the avoidance of doubt, 
all amounts payable by you to the company would need to be cleared forthwith in the event of such 
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termination. If at your request, the Company agrees to relieve you before serving the full notice period, you 
will be liable to pay the Company the ‘Basic’ component of the salary for the balance notice period along with 
other amount payable by you to the company, if any. However, please note that accepting any such early 
relieving request would be entirely at the discretion of the Company.

On termination of your employment for any reason, you shall comply with the Company’s termination 
procedures, sign all documents and return all Company property. The Company will not be bound to pay the 
dues, if any, till you have completed all the separation procedures.

7. Increments and Promotions

Your growth in terms of role, compensation etc., in the Company will be based on your performance. Your 
salary will be subject to annual salary review. Salary adjustments effected at the salary review takes into 
consideration your job performance, movement of remuneration levels, benefits and conditions. Your 
anniversary performance appraisal and compensation review will be aligned and effected from the first day of 
the subsequent quarter of your anniversary, post which you will be aligned to July/October Cycle, or any other 
Cycle as per discretion of the Company, depending on your current DOJ/Band/Employee Group. 

8. Agreements: 

You may be required to sign necessary agreements with the Company or any other client as required and 
complete various formalities as per the 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 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.

9. Background and Reference Check: 

This offer of employment is subject to your clearing our BGV process.  As a precondition to accept this Offer 
Letter, you hereby give your express authorization to the Company (or the appointed third party) to conduct a 
background investigation on your credentials, as may be necessary and further agree that any 
misrepresentation in this regard or your failure to clear the BGV process shall give rise to the withdrawal of 
this offer of employment, and any employment contract which may have been subsequently executed shall be 
deemed void and ineffectual. 

During the terms of employment, the Company may undertake the process of checking credentials of the 
Employee in terms of education, previous employment(s), and other information provided in the resumes/CVs 
as submitted by the said Employees, either on its own or with the help of a third party as and when required. 
For the avoidance of doubt, the Employee’s signature in this Agreement constitutes the Employee’s express 
authorization for the Company (or the appointed third party) to conduct a background investigation on his/her 
credentials, as may be necessary. Furthermore, the Employee agrees to submit himself /herself to random 
drug /medical testing at any time during the course of employment as permitted by law.

You would be required to submit photocopies of documents detailed in Annexure III 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.

10. Working Hours:

This division works 24x7 Shifts and you will be required to do so as per the need of the organization. You may 
be required to work in shifts and/or in extended working hours, as permitted by law, if required as per 
business needs. The same are subject to change from time to time.

11. Mobility:
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The Company may require you to perform duties and undertake assignments for the Company in any part of 
India or abroad, whether at the Company’s premises or that of its customers/clients. You are also liable to be 
transferred to any office or branch of the Company anywhere in India or abroad. During deputation to any 
customer/client’s premises you shall abide by the terms and conditions pertaining to such premises and 
Country

12. Deputation/ Transfer: 

Company may also depute you to work with any of the Group Companies or transfer your services to any 
Group Company. On such transfer of your employment, the present terms and conditions will cease and the 
employment will be governed by the terms of employment of the Company you are transferred to. You shall 
however be entitled to continuity of service.   

13. Retirement: 

You will retire from service on attaining superannuation at the age of 55 years.

14. Other benefits:

You shall be eligible for other benefits related to leaves, perquisites etc. in accordance with the prevailing 
terms of employment in the Company. Notwithstanding the above, the Company reserves the right to change 
the above-mentioned benefits as and when it deems necessary and you will be notified accordingly.

15. Transport Facility

You shall be provided the shift cabs for pick and drop from home to office and vice versa within the limit of 20 
KMs as per the company policy.

16. IP, Copyright, Inventions and Patents
All inventions, discoveries, improvements, copyrightable material, trademarks ideas and concepts and other 
intellectual property rights that you may make or conceive, either solely or jointly with others, during the 
period of your employment, shall be deemed to be sole property of the company and you hereby waive any 
and all right, title or interest, if any, in the same in favor of the company. Further, it shall be your duty to 
promptly reduce to writing and disclose to the Company all such inventions, discoveries, improvements, 
copyrightable material, trademarks ideas and concepts and other intellectual property rights, which you may 
make or conceive. You agree to, at all times, assist the company in every proper and possible way to patent or 
register the said ideas, concepts, inventions, discoveries, improvements, copyrightable material and/or 
trademarks in any and all countries and to vest the title thereto in the company, its successors, assigns and 
nominees. Your obligations under this clause shall survive expiration or termination of your employment with 
the Company.

17. Data Protection:  
a) The Employee consents to the holding & processing of personal data provided to the Employer for all purposes 

of the administration and management of his/her employment and/or the Company’s business.
b) The Employee hereby agrees to his/her personal data being collected & the same being transferred, stored 

and processed by the Company in India and any other countries where the Company, its Group Company and 
Company Clients have offices, in accordance with the applicable laws.

c) The Employee also agrees that the Company may make such data available to its advisors, other agencies, 
such as pension providers, medical, insurance providers, payroll administrators, background verification 
agencies and various regulatory authorities.

d) During employment, the employee will have the right to amend/modify/alter his/her personal information. 
The employer will exercise all reasonable diligence for safeguarding personal information, as have been 
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disclosed by the employee. It is clarified that the said obligation will not be applicable in case of legally 
compelled disclosures.  

e) The Employee further acknowledges and agrees that the Employer may, in the course of business, be required 
to disclose personal data relating to him/her, after the end of his/her employment to any group/statutory 
bodies/authorities as required under applicable law/requirements. However, any personal data, which is no 
longer required, will be deleted without undue delay.

18. Exclusivity of service
You agree not to undertake employment whether full time or part time, as the Director/ 
Partner/member/employee of any other organization or entity engaged in any form of business activity 
without the consent of HCL TECH  LTD. - IOMC The consent may be given subject to any terms and conditions 
that the company may think fit and may be withdrawn at the discretion of the company.

19. Confidentiality & Non-Disclosure: 

You acknowledge that the disclosure of any commercially sensitive information, trade secrets or other 
confidential information (which may not be readily available to competitors or to the general public) will cause 
significant harm to the Company.

You agree that you shall not at any time during your employment (except in the proper performance of your 
duties) with the Company, or at any time (without limit) after the termination thereof, directly or indirectly 
use or exploit for your own purposes or those of any other person, company, business entity or other 
organization whatsoever, or disclose to any person, company, business entity or other organization 
whatsoever, any trade secrets of the Company or its associated companies; any confidential information 
relating or belonging to the Company including but not limited to any such information relating to customers, 
customer lists or requirements, price lists or pricing structures, marketing and information, Intellectual 
Property, business plans or dealings, technical data, employees or officers, financial information and plans, 
designs, formulae, product lines or research activities; source codes and computer systems, software, any 
document marked "Confidential"; any information which you have been told is confidential or which you 
might reasonably expect the Company to regard as confidential or any information which has been given to 
the Company or any Associated Company in confidence by customers, suppliers and other persons.

You shall not at any time during the continuance of your employment with the Company make any notes or 
memoranda relating to any matter within the scope of the Company's or any Associated Company's business, 
dealings or affairs otherwise than for the benefit of the Company or any Associated Company.

You must not make or communicate (or cause or facilitate the making or communication of) any oral or 
written statement to any representative of the press, television, radio or other media on any matter 
connected with or relating to the Company or any of its Associated Companies, without the prior written 
consent of the Company.

The obligations contained in this provision shall not apply to, any information which you are required to 
disclose in accordance with an order of a Court of competent jurisdiction, any information or knowledge which 
may subsequently come into the public domain other than by way of unauthorized disclosure (whether by you 
or a third party); any act of yours in the proper performance of the duties of your employment; any use or 
disclosure where such use or disclosure has been properly authorized by the Company.
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Your obligations under this paragraph would continue even beyond the cessation/termination of your 
employment. Any violation of the above obligations/conditions shall render you liable for appropriate 
disciplinary action including termination of your employment.

20. Rules, Policies, Procedures: 

The Employee must comply at all times with the Company’s rules, policies and procedures relating to equal 
opportunities, harassment, health and safety, e-mail and internet use, and all other rules, policies and 
procedures introduced by the Company from time to time. For the avoidance of doubt such rules, policies and 
procedures are not incorporated by reference into this contract and they may be changed, replaced or 
withdrawn at any time at the discretion of the Company.

Further, during the period of your employment with HCL, you will be required to inter alia comply with the 
Company’s Code of Business Ethics & Conduct, Anti Bribery & Anti-Corruption, Business Gift and 
Entertainment policy and failure to do so shall entitle HCL to take appropriate disciplinary action which may 
lead & include upto termination of your employment with HCL.

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

21. Correctness of the Details Furnished:

You have been appointed on the presumption that the particulars furnished in your application and resume 
are correct.  In the event the said particulars are found to be incorrect or that you have concluded or withheld 
some other relevant facts, your appointment with the Company shall stand terminated/cancelled without any 
notice. 

22. Warranty and Undertaking:

You represent and warrant that you are not subject to any agreement, arrangement, contract, understanding, 
court order or otherwise, which in any way directly or indirectly restricts or prohibits you from fully 
performing the duties of your employment or any of them, in accordance with the terms and conditions of this 
Agreement.

You warrant and agree that you are not entering into this Agreement in reliance on any representation not 
expressly set out in this Agreement.

23. Changes to the terms & conditions: 

The Company reserves the right to make reasonable changes to any of your terms and conditions of 
employment. If the Company changes any of the terms and conditions of your employment, it will notify you 
in writing of the changes taking effect.

In case of any dispute as to the interpretation of the terms and conditions of your service, the decision of the 
Company shall be final and binding on you.

Authorized Signatory
January 6, 2022
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I confirm receipt of and accept the above Terms & Conditions of Employment.

Annexure III
LIST OF DOCUMENTS/INFORMATION TO BE SUBMITTED ONLINE TO FACILITATE PRE-EMPLOYMENT BGV (BACKGROUND 

VERIFICATION / VALIDATION) AND APPOINTMENT PROCESS IN HCL

S.No. Particulars (To be submitted to the Recruiter/Online of the BGV link)

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 – Only if required)
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)
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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 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.

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:

Location of HCL Onboarding Team for joining formalities: 
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

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
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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

ANNEXURE IV

EXPLANATION OF COMPENSATION STRUCTURE AND SOME BENEFITS

To facilitate an easy understanding of your compensation structure (Cost to Company, CTC), the various 
components have been categorized under the following broad heads: 

Basic Salary 
Monthly Allowances
Retirals & Insurances Benefit

The details for each component falling under these heads 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. 

MONTHLY ALLOWANCES 

 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.

 Holiday Allowance: Holiday Allowance is payable maximum up to INR. 50,000/- spread over 12 months.

 Bright Hour Allowance (BHA): BHA is a non-recoverable monthly earning opportunity payable against a 
declaration by the employee for his/her availability in the Bright Hours and consent to move to any other 
OMC at any given time working during Bright Hours.

 Advance Statutory Bonus: Applicable where monthly gross does not exceed INR. 21,000/- (excluding 
variable component) as per the Payment of Bonus Act. 

 Compensatory Allowance: Compensatory Allowance is a buffer component that adjusts the amount of 
CTC against all other fixed components.

RETIRALS & INSURANCES BENEFIT
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You and your dependants will be covered under Social Security as per the law and Insurance Benefits policy offered 
by the company. The amount mentioned under ‘Insurance and Medical Benefits’ in your compensation structure is 
applicable towards various insurances (Medical Insurance, Term Life Insurance, Personal Accident Insurance).
. 

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.
 You may refer ‘Medical Insurance policy’ for further details.

 Coverage under ESI: 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.

 Term Life Insurance (including EDLI):  At HCL, you will be covered under the Term-life Insurance which provides 
safety net to family in case of death of the employee due to any reasons. The applicable amount is mentioned 
in your offer letter.
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 Disability Insurance: You are also covered against any permanent or partial disability that may arise due to an 
accident. The amount payable by Insurer for a disability shall depend on nature of the disability. The amount 
mentioned in your offer letter is the maximum amount paid by Insurer as per the nature of a disability. You 
may refer ‘Personal Accident Insurance’ policy for further details.

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! 

HCL TECH  LTD. - IOMC  will correspond with you on the address & contact details mentioned below :- 

Permanent Address:   10-4-36/10,suruli road,kamayakoundan
patti,theni,tamil nadu,625521., theni,   
Tamil Nadu, India, 625521
Email ID: yazhni0102@gmail.com
Telephone Number:  7397572923



 

 

LETTER OF INTENT – HCL TSS TRAINING PROGRAM 

 

Date: October 22,2021 

 

ADMISSION TO HCL TSS Training Program 

 

REFERENCE ID – HCL/TSS-M/1021/016 

 

Dear Mithun Shankar S S, 

 

Address: 41-A Kamarajapuram North side Arumugam road 

Thirumangalam,MADURAI,Tamil Nadu,625706 

 

 

HCL Training & Staffing Services Pvt Ltd, (hereinafter referred to as “Company”) is 

pleased to offer you an admission into the 6 months Training Program commencing on 

October 25,2021 at the nearest HCL office or in Virtual mode.  

 

The 6 months training program comprises Classroom Training that involves job-readiness 

skills training. Owing to the current circumstances, training may be imparted through online 

mode or physical mode as per the conditions or Government guidelines. 

Enrolment to the Training Program is subject to the terms and condition as laid down below:  

 

a) The program fee of INR 1,77,000 /*- (Program fee Rs. 1,50,000/- + Rs. 27,000/- 

tax) is required to be deposited as per one of the below payment modes 

 

Payment schedule Amount 

Payment Option 1: Self Payment  

Initial payment (within 3 days of receipt of Offer Letter INR 35,400/- 

Before Training Start INR 1,41,600/- 

Total *(inclusive of taxes) INR 1,77,000 

Payment Option 2: Bank Loan (Option 1)  

Initial payment (within 3 days of receipt of Offer Letter INR 35,400/- 

Sanction letter and loan disbursement by Bank (within day 45 of CRT) INR 1,41,600/- 

Total *(inclusive of taxes) INR 1,77,000 

 

 Once the bank approves the loan of the candidate, the sanction letter is to be 

submitted. 

 In case the bank does not approve the loan or the candidate is not able to pay 

the complete fee for any other reasons by day 45 of the CRT, the admission 

would be withdrawn without any prior notice and any fee paid by the student 

would be refunded. 

 Payments to be deposited into the bank account details mentioned in Annexure 

1 



 

 

b) Please note that this admission offer is provisional and subject to payment of full 

Training Program fee, verification of your academic and professional documents and 

authentication of the accuracy and correctness of information provided by you in your 

application form. This letter supersedes all past communications on this subject.  

c) In case of delay in your university result due to COVID-19 you shall be granted 

provisional admission and your training would begin. Such admission shall be subject 

to your university result meeting the minimum eligibility criteria. In case upon 

declaration of result, you do not meet the eligibility criteria your admission would stand 

revoked and any fee paid by you shall be refunded by HCL. 

d) Further, you shall submit the graduation final year / semester exam marksheet, within 

15 days of declaration of result. In case the same are not submitted within 45 days from 

start of classroom training, for purpose of Company records and to the bank in case 

bank loan is availed, your admission would stand revoked without any prior notice. 

 

You are requested to confirm acceptance of this offer by completing the enclosed 

‘Acceptance Note’ and emailing it to us at engofferletter@hcl.com within 3 working 

days of the receipt of this letter/communication.  

 

For Further Clarifications kindly visit : www.hclfirstcareers.com 

 

The detailed terms and condition of admission to this Training Program is outlined in 

Annexure 1.  

 

Welcome to HCL TSS!  

 

With Best Wishes  

 
Srimathi Shivashankar  

Program Director 
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Annexure I 

The details of this Admission Offer are as given below:  

1. Program Name, Location and Batch  

a) You are offered admission to the 6 months Training Program Training Program. 

b) The program is being offered at the nearest HCL office or in Virtual mode. Owing to 

the current circumstances the programme would be conducted in Online mode, 

though you may be required to report to the Training Centre as and when required by 

the Company. 

 

2. Training Program Structure, Curriculum 

a) The program is an employment readiness program consisting of classroom sessions, 

practice labs, online learning, assignments, projects, assessments and incidental 

training components.  

b) The program is an intensive one and would require you to adhere to training schedules 

on a regular basis. You are expected to adhere to training timings of HCL TSS.   

c) The curriculum of the program shall include, but is not limited to, content and activities 

designed to develop technical, professional and communication skills relevant for entry 

level roles 

d) These skills shall be delivered through various methods including classroom sessions, 

field work, practice labs, e-learning, assignments, projects and assessments.  

 

3. Program Completion Criteria 

To successfully complete the program, the following criteria must be met:  

a) Maintain full attendance for all training components during the entire duration of the 

program; exceptions to this requirement will be made solely at the discretion of the 

Company and only in cases of illness and/or emergencies.  

b) Complete and submit all coursework, assignments and projects on time with strict 

adherence to quality standards as defined by HCL TSS. 

c) Must strictly adhere to the Code of Business Ethics and Professional Conduct as 

prescribed by the company.  

d) Attain a passing grade in all exams & assessments as per the criteria defined by the 

Company during the Classroom Training and Professional Practice Term.  

e) Detailed success criteria of each element of the program will be shared with the 

candidate at the induction session on joining the program. Passing criterion is defined 

by the Company and is subject to change from time to time at the sole discretion of 

the Company.  

f) On successful completion of the Training Program, an internal Certification of Program 

Completion will be provided to the Candidate. 

 



 

 

In case a candidate is unable to complete the program successfully due to non-

compliance to any of the above mentioned program completion criteria (points a to 

f) above he/she is liable to be released from the program and may be considered for 

a refund of fees paid as per the standard Refund guidelines of the Company. 
 

4. Training Program Fees, Payment schedule and Payment process  

The following payment modes are enabled for the candidates 

Payment schedule Amount 

Payment Option 1: Self Payment  

Initial payment (within 3 days of receipt of Offer Letter INR 35,400/- 

Before Training Start INR 1,41,600/- 

Total *(inclusive of taxes) INR 1,77,000 

Payment Option 2: Bank Loan (Option 1)  

Initial payment (within 3 days of receipt of Offer Letter INR 35,400/- 

Sanction letter and loan disbursement by Bank (within day 45 of CRT) INR 1,41,600/- 

Total *(inclusive of taxes) INR 1,77,000 

 

Please note that candidate has to confirm the payment mode at the time of offer acceptance 

and adhere to the same 

Once the bank approves the loan of the candidate, the sanction letter is to be submitted. 

In case the bank does not approve the loan or the candidate is not able to pay the complete 

fee for any other reasons by day 45 of the CRT, the admission would be withdrawn without 

any prior notice and any fee paid by the student would be refunded 

Admission is offered on a first come first served basis. You are therefore requested to make 

the payment of Initial Fee within 3 days of receiving the offer of admission. 

The fee can be paid through Demand Draft Payable in the name of “HCL TRAINING AND 

STAFFING SERVICES PRIVATE LIMITED” payable at Madurai or NEFT Transfer to Axis Bank 

branch as per the detailed given below 

a) NEFT Transfer: to the credit of HCL TRAINING AND STAFFING SERVICES PRIVATE 

LIMITED  

Account no. – 915020029984575 

Bank Name – AXIS BANK LTD 

IFSC Code – UTIB0001788 

Bank branch: Sector 44, Noida, Dist Gautam Buddha Nagar, Uttar Pradesh, Pin 201301 

Mention in remarks - Provisional Offer Letter Reference ID 

b) Demand Draft: in favour of HCL TRAINING AND STAFFING SERVICES PRIVATE 

LIMITED, payable at Madurai. 

 

 



 

 

 

You are requested to email the scanned copy of your NEFT Transaction ID at 

engofferletter@hcl.com and call the HCL TSS recruitment counsellor @ 9787422835 to 

inform us about the payment details or any other additional information that you or your 

parents may require about HCL. 

 

You can also reach us at @ 9787422835. 
 

5. Documentation Validation and Admission Confirmation  

You have been found eligible for enrolling under this program, based on the information 

provided by you, your scores in our admission test and personal discussions with you as part 

of our admission process.  

The offer is provisional and subject to verification of your academic & professional documents 

and authentication of the accuracy and correctness of information provided by you in your 

application form.  

In case of delay in your university result due to COVID-19 you shall be granted provisional 

admission and your training would begin. Such admission shall be subject to your university 

result meeting the minimum eligibility criteria. In case upon declaration of result, you do not 

meet the eligibility criteria your admission would stand revoked and any fee paid by you shall 

be refunded by HCL. 

Further, you shall submit the graduation final year / semester exam marksheet, within 15 days 

of declaration of result. In case the same are not submitted within 45 days from start of 

classroom training, for purpose of Company records and to the bank, in case bank loan is 

availed, your admission would stand revoked without any prior notice. 

 

Please ensure that you submit the following documents (scanned copies of Original for 

verification purposes, as well as self-attested photocopies for submission)   

 Signed Copy of the Offer Letter, Acceptance Letter and the Declaration Form (all pages)   

 Proof of payment of INR 35,400 paid for seat confirmation 

 Bank Loan Sanction letter / NEFT advice / Original DD for balance program fee INR 

1,41,600 

 Class X Mark Sheet & Passing Certificate (1 Scanned copy)  

 Class XII Mark Sheet & Passing Certificate (1 Scanned copy) 

 Graduation Mark Sheet(s) & Degree/ Provisional (1 Scanned copy) 

 Birth Certificate/ 10th Certificate (1 Scanned copy) 

 Govt. Photo ID Proof (PAN CARD/Voter ID/Driving License/ Passport) (1 Scanned copy) 

 Photocopy of Passport first and last pages (if not available- please apply and provide 

copy of application receipt)  

 Photocopy of Pan Card (if not available- please apply and provide copy of application 

receipt)  

 Aadhar Card (1 Scanned copy) 

mailto:engofferletter@hcl.com


 

 

 Passport Size Photographs (White Background) of Self  

 Latest CV with embedded passport-size photograph 

 

 

6. Employment Opportunities after successful Program completion  

The Company understands the requirement of enriching you with relevant experience and 

amass greater skill & knowledge, the benefit of which can be used in your future employment, 

in India or anywhere across globe.  

In this regard, the Company, after successful completion of the classroom training program, 

will afford you with an opportunity to enrol yourself for with one of our preferred partner 

named HCL Technologies Ltd (“HCLT”) for “hands on Specialized Training” program for a period 

of 3 months, which will be governed by HCLT’s terms and conditions. HCLT is a leading IT 

company which provides various services such as software-led IT Solutions, Remote 

infrastructure management, Research and development, and Business Process outsourcing 

(BPO) services worldwide 

The said “hands on Specialized Training” will be imparted by HCLT on “No Charge” basis, 

wherein you will not be charged any fees/consideration. HCLT at its own expenditure and cost 

will make all the arrangements for the said training and will reimburse an amount of INR 3,750 

per month during the training towards your out of pocket expenses. The training will aim at your 

holistic development and multi-dimensional professional growth with the objective of 

enhancing your career prospects with complete focus on development of overall personality, 

productivity and competence. 

On successful completion of the said “hands on Specialized Training”, you will be afforded an 

opportunity to join HCLT or any of its group companies as Software Engineer, with a starting 

CTC of INR 2.75 lacs per annum, including salary and all benefits.   

7. Medical and Life Insurance Coverage   

The selected Candidates would be automatically covered under a Hospitalization Insurance, 

Term Life Insurance and Personal Accident Insurance Policies which will be valid for the 

duration of their program. Benefits are provided as per the prescribed guidelines of the 

Company. 

8. Cancellation and Withdrawal of Admission, Voluntary withdrawal by Candidates  

a. The Company reserves the right to cancel and/or withdraw the admission offer to a 

candidate at any stage during the Program under any one or more of the following conditions:  

 If the candidate is found to have misrepresented information pertaining to the 

admission criteria such as marks, qualifications, degrees, work experience, certifications 

including, but not limited to, documents provided and the application form.  

 If the candidate fails to pay the Program fees as per the timelines defined in point 4 

above.  



 

 

 If the candidate is found to have committed an act of indiscipline, misbehaviour and 

non-compliance with the rules of the Company.  

 If the candidate fails, at any stage to fulfil the success criteria for the program as 

detailed in point 3 above.  

b. The candidate may withdraw from the program voluntarily at any time during the course of 

the program by providing a written request to the Company.  

c. In all cases, whether the cancellation is initiated by the Company for reasons stated above 

or by the candidate voluntarily, the Company clarifies that the standard refund guidelines shall 

be applicable 

9. Relationship  

It is hereby stated and made clear that during the entire period of training, the relationship 

between parties shall be that of teacher and student and in no case would the candidate deem 

to be an employee of HCL TSS and no relationship of employer-employee can be deemed to 

exist anytime during the training period.  

10. Declaration Form  

It is hereby stated and made clear that the recitals contained in the Declaration form, signed 

voluntarily by you is an integral part of this present offer to you.  

11. Alteration, Modification of program and Force Majeure events  

Week one of the program consists of Registration, Documentation & Induction post which the 

6 months of Training starts.  

The Company retains the right to alter the content and duration of the program as required 

by its faculty or clients and also any such changes caused by circumstances which are 

unforeseen and beyond its control. The Company commits to ensure that the content and 

quality of the program is not compromised or diluted by such changes. Additionally, the 

program duration may change for candidates under circumstances of personal exigencies 

which are unforeseen and beyond the company’s control. The obligation for adherence to the 

6 -month duration of training program may cease to exist under such circumstances.  

You are requested to confirm acceptance of this offer by completing the enclosed 

‘Acceptance Note’ format and emailing it to us at engofferletter@hcl.com within 3 

working days of the receipt of this communication. Please remember to quote the reference 

number mentioned above in all your correspondence with us.  

Welcome to HCL TSS!  

 
Srimathi Shivashankar  

Program Director 
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ACCEPTANCE NOTE  

I, hereby accept the offer of admission to the Training Program, as detailed in the Admission 

Offer Letter dated offered by HCL Training & Staffing Services Private Limited with  

Reference Number - _______________________________________ 

Signature ________________________________  

Name of the Candidate _______________________________  

Name of the parent(s) ________________________________  

Permanent Address ____________________________________________________________  

__________________________________________________________________________________  

__________________________________________________________________________________  

__________________________________________________________________________________  

Email ID: ________________________________  

Land Phone: _____________________________  

Mobile: ______________________________  

 

Payment Details 

Sno. Demand Draft /  

NEFT Transfer 

Bank Name/ 

Location 

Receipt/ 

Transaction 

Number 

Date Amount 

  

 

 

    

      

 Total  

 

 

 

 

 

 



 

 

 

DECLARATION  

I, ____________________________________, do hereby, on my own volition, state that I have 

understood the contents hereof and further declare that I meet the criteria prescribed, for 

being a part of the HCL TSS Training program, offered by HCL Training & Staffing Services Pvt. 

Ltd. (hereinafter referred as “Company”), declare and affirm as under:  

1. That I have gone through the Offer of Admission along with the terms and conditions, 

governing this Program, and have understood the contents thereof. I undertake to comply 

with all the terms and conditions, diligently, shared by the Company from time to time.  

2. I understand that I have been offered admission on the basis that the particulars furnished 

by me in my application, resume or any other document, relating to my qualification/ 

marks obtained, are factually correct. If, at any time, before or after the 

start/commencement of the Program, it transpires/ comes to the notice or brought to the 

knowledge of Company that I/undersigned have made a false/incorrect statement or have 

not disclosed a material fact or have suppressed some facts, sought from undersigned, 

which persuaded the authority to admit me for the program, my admission shall be 

rendered illegal and will be liable to be cancelled forthwith, without seeking any 

explanation or clarification. I also understand that in such an event, the full fee deposited 

by me will be forfeited and may not be refunded and I will not be considered for any 

certifications provided by the Company.  

3. I understand that my personal data may be shared by the Company with financing 

agencies in case I opt to apply for the financial assistance.  

4. I have passed my graduation as an Engineer (i.e. B.E/B. Tech) or post-graduation in MCA, 

MS, MSc (IT or C.S.E) with greater than or equal to 65% marks and I have secured greater 

than or equal to 65% marks throughout my academic career.  

5. I understand that in case there is a delay in my university result due to COVID-19, and the 

training begins before the final result is declared, my admission shall be subject to my 

final scores meeting the minimum eligibility criteria. In case I fail to do the same, I 

understand that my admission stands revoked. 

6. I undertake that I will submit the graduation final year / semester exam marksheet, within 

15 days of declaration of results and in case of failure to submit the same within 45 days 

from start of Classroom training, for purpose of Company records and to the bank in case 

bank loan is availed, the admission will stand revoked without any prior notice. 

7. I understand that it is a 6-month long program. The classroom training of this program 

will be conducted at the nearest HCL office or in Virtual mode. Owing to the current 

circumstances training may be imparted through online mode or physical mode as per 

the conditions. 

8. I understand that I have to arrange the IT Assets required and use the same for the Training 

Program. In such case, a laptop /desktop with 8 GB RAM, HDD (Hard disk Drive) of 320 or 

500 GB, i5 or i7 Processor loaded with Company prescribed Software and Anti-virus 

requirements, a webcam and data card/Internet connection with 4 MBPS speed are 

essential prerequisites for undertaking the program. 



 

 

9. I understand and agree that decision on allocation of specialization tracks will be the sole 

prerogative of the Company. 

10. I am expected to clear the final examination and to meet all the set performance 

evaluation criteria, as may be prescribed by the Company from time to time, before I could 

be declared successful candidate from the HCL TSS Training Program. I hereby agree and 

understand that if I don’t clear either the final examination or the evaluation criteria, I will 

be declared unsuccessful in the Program. I further understand that the fee deposited by 

me may stand forfeited automatically and I will not be considered for any certifications to 

be provided by the Company.  

11. I understand and agree that in case I decide to leave the program in the midst of the 

academic session of the HCL TSS Training Program, the fee deposited by me may be 

forfeited and I will not be considered for any certifications provided by the Company.  

12. I understand and agree that my admission to the program shall come to an end 

automatically and with immediate effect, without any prior notice in case I am found to 

have indulged in activities including but not limited to dishonesty, disobedience, 

insubordination, revealing confidential material to any other party, misconduct or any 

form of indiscipline or non-adherence. I am aware that in case my admission gets annulled 

due to said reasons, the full fee deposited will be forfeited and would not be refunded 

and I will not be considered for any certification from HCL.  

13. I understand that my admission to the Program can be cancelled/terminated in case of 

short attendance, on account of having played truant, and on disciplinary issues 

14. I understand that in case I voluntary exit the program I shall not be liable for any refund 

of the fee paid or certification. An exceptional case would be when such voluntary exit is 

on medical grounds wherein the fee deposited by me would be refunded but i will not be 

considered for any certifications provided by the Company. I understand that my exit on 

medical ground will be considered when the said medical condition is such that it is 

impossible for me to continue with the training and I am able to produce sufficient medical 

documents to satisfy HCL of the same.  

15. I undertake that in case of my voluntary exit due to any reason except on medical ground 

as stated above, I and my parent / legal guardian would be solely responsible for closure 

of the loan account along with the interest accrued with the Financial institution/Bank who 

had granted the amount for the purpose of the Training. I further undertake that HCL 

would have no role or liability in the same. 

16. I understand that any of the terms and conditions stated above might change depending 

on the business requirements.  

 

 

 

 

 



 

 

I make the aforesaid declarations solemnly and sincerely believing the same are true and 

correct to the best of my knowledge and belief.  

Name ______________________________Signature __________________________Date ________________  

Permanent Address __________________________________________________________________________  

Email ID: ____________________________________  

Phone No.: (Landline) __________________________ (Mobile) _________________________ 
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8th July 2021 
Poorna Devi P 
Bangalore                                                                                        
 
Dear Poorna Devi, 
 
 
With reference to your application and the subsequent interview you had with us, we are pleased to 
appoint you as “Test Engineer” as per the terms and conditions given below:  
 
 

1. The salary and other emoluments and benefits are as per Annexure. The details pertaining to 
your appointment letter and salary are strictly confidential between you and the company and 
you should not discuss these details with anyone within or outside the company, except your 
Senior Manager or the HR in-charge. 

 
 

2. You shall be on probation for a period of six months with effect from your date of joining with 
the company.  Should your work be found satisfactory at the end of the period of probation, 
your appointment will be confirmed in writing.  Unless so confirmed in writing, you shall 
continue to be on probation.  The probation period is extendable at the sole discretion of the 
management. 

 
 

3. From the date of joining, you will abide by the Provident Fund, Medical and LTA and Leave 
Rules, as applicable to you. 

 
 

4. During the probationary period and after confirmation, your service will be terminable at the 
discretion of the company on giving ninety days of notice or on payment of ninety days pay in 
lieu of such notice. If you wish to resign from the services of the company during probation 
period and after confirmation, you will do so by giving ninety days prior notice. 

 
 

5. During the period of your employment with the company you shall not secure or try to secure 
any other employment, whether full time or part time, or engage in any commercial business 
or pursuit on your own account or as an agent for others. During your employment with the 
company, you shall not undertake any course or study without getting permission from the 
management. 
 

6. During the period of your employment with the company you may be required to work on 
customer projects. If you were to resign from the services of the company, you shall not work 
for the same customer or customer's customer (for the projects handled within last one year) 
either directly as an employee/contractor or through another organization, for a period of six 
months from your separation from the company. 
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7. You agree not to solicit any employee of Tessolve either directly or indirectly for employment 
with other firms. Employee also agrees not to assist any other person or firm in identifying or 
hiring Tessolve employee. This restriction will be in force for at least 12 months from date of 
relieving and any violation will lead to legal action with demand for compensation and a 
penalty of INR 10 Lakhs. 

 

8. You shall not at any time, without the consent of the company, disclose, divulge or make 
public, except under legal obligation, by word of mouth or otherwise, details of manufacturing 
processes, technical know-how, security arrangements, administration, accounts of any other 
dealings of the company known to you in the course of your service or otherwise. 

 

9. You shall abide by the Rules and Regulations of the company which are in force and / or 
which may be framed from time to time. 

 

10. You shall be responsible for the safekeeping and return in good condition and order of all the 
company’s property, which may be in your use, custody or charge. 

 

11. You will work under the supervision of such officers, as may be decided by the company from 
time to time.  You shall diligently and faithfully carry out instructions given to you to the best 
of your power, skill and ability in the best interests of the company.  

 

12.  You are required to maintain yourself in a state of medical/physical, mental fitness and ensure 
annual medical checkups.  Any neglect on your part in this regard may render your service 
liable for termination with immediate effect. 

 

13. If at any time in the opinion of the company, which shall be final, you become insolvent or are 
found guilty of dishonesty, disobedience, misappropriation, theft, fraud, disorderly behavior, 
negligence, indiscipline, absence from duty without permission, violation of any company 
policies or of any other conduct considered by the company as detrimental to its interests or of 
violation of one or more terms of this appointment, you would either be subject to strict 
disciplinary action or your services may be terminated without notice, based on the severity of 
the violation 

14. You are liable to be transferred to any place of business of the organization whether existing or 
acquired later on or from any one department to another or from one job to another as the 
management may consider it necessary in its discretion, from time to time without detriment to 
your status or emoluments. 

15. You shall keep the company informed of any change in your residential address or any civil 
status. 

16. The retirement age as per the company’s policy is 60 years 
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17. Your initial place of posting will be at Bangalore. 
 

18. At the time of joining, you are requested to produce the original certificates in proof of  (a) 
age,  (b)  Qualification, (c) Relieving   Order from the  present employer, if applicable (or) 
copy of your resignation letter to the previous employer. 

 
19. In case your written acceptance of this offer is not received within 30 days of issue, this offer 

will be treated as withdrawn and cancelled, without any further reference to you. 
 

20. In case you do not report for duty within 10 days of the joining date indicated by you in the 
duplicate copy of the letter, the offer will be treated as withdrawn and canceled, without any 
further reference to you. 

 
21. Please sign and return the duplicate copy of this letter enclosed as a token of your acceptance 

of the above mentioned terms and conditions and indicate your date of joining the company. 
 

22. You are expected to work with Tessolve for a minimum period of three years from the date of 
joining. In accordance to this requirement, you are required to sign a Service agreement 
confirming your commitment for a minimum period of 3 years (Three Years) with Tessolve 

 
 

              We welcome you to Tessolve family and look forward to a long, successful and mutually    
              beneficial association. 
 
             With Best Wishes 
 
 
            FOR TESSOLVE SEMICONDUCTOR PVT LTD 

  
 
            
             Thirumalesh Babu 
            Director – HR & Operations 
 

 I have read, understood and accept the above-mentioned terms and conditions and I will join 
 duty on _____________________ 

 
 
             Signature:                                                                                      Date: 
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                                                          Annexure - Emoluments & Benefits 

    
Name: Poorna Devi P    
Designation: Test Engineer  Grade: T7 - A  
Location: Bangalore  Job Category: Technical 
WEF: 14 - July - 2021    

          
Cost to company 
In Indian Rupees 

   
Salary  Per Month Per Annum 

    
Basic  10000.00 120000.00 
HRA @ 50% of Basic  5000.00 60000.00 
LTA  833.00 9996.00 
Flexible Benefit Plan  7367.00 88404.00 

    
Total (A) #  23200.00 278400.00 

    
Company Contribution     
Provident Fund   1800.00 21600.00 

    
Total Gross Pay (B)  25000.00 300000.00 

    
Gratuity *  481.00 5772.00 
Health & Personal Accident Insurance *  500.00 6000.00 
Leave Benefits *  666.67 8000.00 

    
Total Cost To Company  26647.67 319772.00 

    
FOR TESSOLVE SEMICONDUCTOR PVT 
LTD    

    
    
Thirumalesh Babu    
Director - HR & Operations    
    

Other Benefits         
1) (*) As per prevailing company policy    
2) (#) From Total A Component, Employee Contribution of PF, PT and TDS as applicable will be 
deducted. 
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                                                     Non-disclosure and Non-compete Agreement 

 
 

This Non-disclosure and Non-compete agreement is made effective as of 14th July 2021 by and between 
M/s. Tessolve Semiconductor Pvt. Ltd. (“The Company”) and Poorna Devi P (“The Employee”). 

  
The Employee and the Company has entered into an agreement providing for the Company's Employment 
of Employee (the "Employment Agreement") and deem it in their respective interests to enter into an 
agreement providing the obligation of non-disclosure and non-compete for the Employee. 
  
In consideration of the mutual promises and agreements contained herein, and for other good and 
valuable consideration, the receipt of which is hereby acknowledged, the parties hereto agree as follows. 
 
At all times while this agreement is in force and after its expiration or termination, the Employee agrees to 
use his / her best efforts to abide by the non-disclosure and non-compete terms of this agreement 
mentioned below.  

a) The Employee agrees to refrain from disclosing the Company’s customer lists, patents, 
trademarks, trade secrets, or other confidential material, and to take reasonable security measures 
to prevent accidental disclosure and industrial espionage.  

b) In case of separation from the Company, the Employee agrees to not join the same customer or 
customer's customer (for the projects handled within last one year), either directly as an 
employee/contractor or through another organization, at least for a period of six months after 
separation from the Company. 

c) In case of separation from the Company, the Employee agrees to not use the research done in 
the course of work done for the Company, at least for a period of six months after separation from 
the Company. 

d) In case of violation of any of the above are proven or admitted, the Employee agrees to pay a 
sum of Rupees two lakhs as liquidated damages to the Company, and will also be liable for further 
prosecution by the Company. 

 
IN WITNESS WHEREOF, M/s. Tessolve Semiconductor Pvt. Ltd. and the Employee have signed this 
agreement. 
  

 
___________________________________                  _________________________________ 
[For M/s. Tessolve Semiconductor Pvt. Ltd.]                 Poorna Devi P 
Date:                Date:  
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26th April  2021 
Ahamed Hakeem B  
 
Dear Ahamed Hakeem B,  
 
With reference to your application and the subsequent interview you had with us, we are pleased to 
appoint you as “Test Engineer 1” as per the terms and conditions given below:  
 

1. You are required to undergo Technical Training beginning with three months Internship at a 
stipend of Rs. 5000 (Rupees Five Thousand Only) followed by three months Training period at 
a stipend of Rs. 10000 (Rupees Ten Thousand Only). The salary and other emoluments and 
benefits, as per Annexure, will be applicable upon successful completion of Technical 
Training. 
  

2. The details pertaining to your appointment letter and salary are strictly confidential between 
you and the company and you should not discuss these details with anyone within or outside 
the company, except your Senior Manager or the HR in-charge. 

 

3. You shall be on probation for a period of six months, with effect from the date of completion 
of Technical Training. Should your work be found satisfactory at the end of the period of 
probation, your appointment will be confirmed in writing.  Unless so confirmed in writing, 
you shall continue to be on probation. The probation period is extendable at the sole discretion 
of the management. 

 

4. From the probation period start date, you will abide by the Provident Fund, Medical and LTA 
and Leave Rules, as applicable to you. 

 

5. During the probationary period and after confirmation, your service will be terminable at the 
discretion of the company on giving ninety days of notice or on payment of ninety days pay in 
lieu of such notice. If you wish to resign from the services of the company during probation 
period and after confirmation, you will do so by giving ninety days prior notice. 

 

6. During the period of your employment with the company you shall not secure or try to secure 
any other employment, whether full time or part time, or engage in any commercial business 
or pursuit on your own account or as an agent for others. During your employment with the 
company, you shall not undertake any course or study without getting permission from the 
management. 

 
7. During the period of your employment with the company you may be required to work on 

customer projects. If you were to resign from the services of the company, you shall not work 
for the same customer or customer's customer (for the projects handled within last one year) 
either directly as an employee/contractor or through another organization, for a period of six 
months from your separation from the company. 
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8. You agree not to solicit any employee of Tessolve either directly or indirectly for employment 

with other firms. Employee also agrees not to assist any other person or firm in identifying or 
hiring Tessolve employee. This restriction will be in force for at least 12 months from date of 
relieving and any violation will lead to legal action with demand for compensation and a 
penalty of INR 10 Lakhs. 

 

9. You shall not at any time, without the consent of the company, disclose, divulge or make 
public, except under legal obligation, by word of mouth or otherwise, details of manufacturing 
processes, technical know-how, security arrangements, administration, accounts of any other 
dealings of the company known to you in the course of your service or otherwise. 

 

10. You shall abide by the Rules and Regulations of the company which are in force and / or 
which may be framed from time to time. 

 

11. You shall be responsible for the safekeeping and return in good condition and order of all the 
company’s property, which may be in your use, custody or charge. 

 

12. You will work under the supervision of such officers, as may be decided by the company from 
time to time.  You shall diligently and faithfully carry out instructions given to you to the best 
of your power, skill and ability in the best interests of the company.  

 

13.  You are required to maintain yourself in a state of medical/physical, mental fitness and ensure 
annual medical checkups.  Any neglect on your part in this regard may render your service 
liable for termination with immediate effect. 

 

14. If at any time in the opinion of the company, which shall be final, you become insolvent or are 
found guilty of dishonesty, disobedience, misappropriation, theft, fraud, disorderly behavior, 
negligence, indiscipline, absence from duty without permission, violation of any company 
policies or of any other conduct considered by the company as detrimental to its interests or of 
violation of one or more terms of this appointment, you would either be subject to strict 
disciplinary action or your services may be terminated without notice, based on the severity of 
the violation. 

 

15. You are liable to be transferred to any place of business of the organization whether existing or 
acquired later on or from any one department to another or from one job to another as the 
management may consider it necessary in its discretion, from time to time without detriment to 
your status or emoluments. 

 

16. You shall keep the company informed of any change in your residential address or any civil 
status. 
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17. The retirement age as per the company’s policy is 60 years 

 

18. Your initial place of posting will be at Bangalore. 
 

19. At the time of joining, you are requested to produce the original certificates in proof of  (a) 
age,  (b)  Qualification, (c) Relieving   Order from the  present employer, if applicable (or) 
copy of your resignation letter to the previous employer. 

 

20. In case your written acceptance of this offer is not received within 30 days of issue, this offer 
will be treated as withdrawn and cancelled, without any further reference to you. 

 

21. In case you do not report for duty within 10 days of the joining date indicated by you in the 
duplicate copy of the letter, the offer will be treated as withdrawn and canceled, without any 
further reference to you. 

 

21. Please sign and return the duplicate copy of this letter enclosed as a token of your acceptance 
      of the above mentioned terms and conditions and indicate your date of joining the company. 
 

22. You are expected to work with Tessolve for a minimum period of three years from the date of 
joining. In accordance to this requirement, you are required to sign a Service agreement 
confirming your commitment for a minimum period of 3 years (Three Years) with Tessolve. 

 
             We welcome you to Tessolve family and look forward to a long, successful and mutually    
              beneficial association. 
 
             With Best Wishes 
 

            FOR TESSOLVE SEMICONDUCTOR PVT LTD 

  
         Thirumalesh Babu 
            Director – HR & Operations 
 

 I have read, understood and accept the above-mentioned terms and conditions and I will join 
 duty on _____________________ 

 
 
             Signature :                                                                                      Date  : 
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Annexure - Emoluments & Benefits 
    

Name: Ahamed Hakeem B    
Designation: Test Engineer 1  Grade: T7-B 
Location: Bangalore  Job Category: Technical 
WEF: 11/3/2021    

            Cost to Company  
  In Indian Rupees  

Salary  Per Month Per Annum 
    

Basic  10000 120000 
HRA @ 50% of Basic  5000 60000 
LTA  833 9996 
Flexible Benefit Plan  7367 88404 

    
Total (A)  23200 278400 

    
Company Contribution     
Provident Fund   1800 21600 

    
Total (B)  25000 300000 

    
Gratuity *  481 5772 
Health & Personal Accident Insurance *  500 6000 
Statutory Bonus *  1400 16800 
Leave Benefits *  666 7992 

    
Total Emoluments (A + B + C)  28047 336564 

FOR TESSOLVE SEMICONDUCTOR PVT LTD    

 
     
Thirumalesh Babu    

Director – HR & Operations    
    

Other Benefits         
1) (*) as per prevailing company policy   
2) From total A Component, employee contribution of PF, Professional Tax and Income Tax, as applicable, will be 
deducted. 
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Non-disclosure and Non-compete Agreement 
 

 
This Non-disclosure and Non-compete agreement is made effective as of 11/3/2021 by and between 
M/s. Tessolve Semiconductor Pvt. Ltd. (“The Company”) and Ahamed Hakeem B (“The Employee”). 
  
The Employee and the Company has entered into an agreement providing for the Company's 
Employment of Employee (the "Employment Agreement") and deem it in their respective interests to 
enter into an agreement providing the obligation of non-disclosure and non-compete for the 
Employee. 
  
In consideration of the mutual promises and agreements contained herein, and for other good and 
valuable consideration, the receipt of which is hereby acknowledged, the parties hereto agree as 
follows. 
 
At all times while this agreement is in force and after its expiration or termination, the Employee 
agrees to use his / her best efforts to abide by the non-disclosure and non-compete terms of this 
agreement mentioned below.  

a) The Employee agrees to refrain from disclosing the Company’s customer lists, patents, 
trademarks, trade secrets, or other confidential material, and to take reasonable security 
measures to prevent accidental disclosure and industrial espionage.  

b) In case of separation from the Company, the Employee agrees to not join the same 
customer or customer's customer (for the projects handled within last one year), either 
directly as an employee/contractor or through another organization, at least for a period of six 
months after separation from the Company. 

c) In case of separation from the Company, the Employee agrees to not use the research done 
in the course of work done for the Company, at least for a period of six months after 
separation from the Company. 

d) In case of violation of any of the above are proven or admitted, the Employee agrees to pay 
a sum of Rupees two lakhs as liquidated damages to the Company, and will also be liable for 
further prosecution by the Company. 

 
IN WITNESS WHEREOF, M/s. Tessolve Semiconductor Pvt. Ltd. and the Employee have signed this 
agreement. 
 

 
_________________________________            ___________________________________ 
[For M/s. Tessolve Semiconductor Pvt. Ltd.]                 Ahamed Hakeem B 
Date:                Date:
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Tech Mahindra Limited 

Tech 
mahindra 

SBC Tech Park, No. 90/B1 

MTH Road, Industrial Estate, 
Ambattur, Chennai -600 058, 
Tamilnadu, India. 

BUSINESS PROCESS SERVIGES Tel: +9144 6662 4000 

techmahindra.com 
connect@techmahindra.com 

Registered Office: 

Gateway Building, Apollo Bunder 
Mumbai 400 001, India. 

CIN L64200MH1986PLC041370 Expression of Interest 
24. 

Date 24 MAR 2021 

DearA Riyakhon Kamany olage af Fnginueng Taelole 
We are pleased to convey through this Expression of Interest letter that you are being considered for the post of 

Customer Support Associate provided you fulfill other requirements. This letter is intended only as an overview of the 

potential offer from Tech Mahindra Limited. The detailed terms and conditions of employment ill be contained in an 

offer leter, which may be issued by the company and may contain additional provisions to those herein 

Proposed CTC: INR 1270001- Per annum 

Proposed Date of Joining: June 2021 Onwards Place: Chennai 

We request you to bring the following documents at the time of your joining, as they are mandatory for our records and 

necessary for the completion of joining formalities. 

Copy of Class 10h Certificate&Class 12h Certificate & Degree/ Graduation certificates. 

Copy of Residence proof 
Copy of ldentity Proof.(Driving License or Passport or Voter card) 
Original copy of LAST PAY SLIP received (lf applicable). 
Copy of RELIEVING LETTER/APPOINTMENT LETTER from previous employer(s) (lf applicable). 

Passport size photographs-10 nos. & Post Card Size Photographs-2 nos. 

Another round of interview will be conducted at our company premises. There after the company would issue youan 
offer letter with details of all service terms and conditions and salary annexure along with suitable date of joining. If any 
information furnished by you in your application is found to be incorect or false or if you have suppressed material 
information regarding your qualification, experience, identity etc, the company may withdraw this letter without any notice. 

Please note this letter is not an offer or a legally binding contract of employment. An offer for employment shall be made 
to you at the sole discretion of the company and there is no obligation on the company to do so. An employee-employer 

relationsthip betwen you and company shall be established only upon the company's issuance and your acceplance of 
a legally binding agreement of employment. 

Kindly sign and return a copy of this letter as a token of your acceptance of this expression of interest. 

Candidate Signature Ra-za 

ScerelkNDR 
ReourceMahagement Group 
eatindra-Limited 

Mahindre 

CHENNE 





Fwd: Provisional Offer Letter | Campus | Focus - Online Tutor

Nisharani.S <nisharaniece@kamarajengg.edu.in>
Fri 1/21/2022 11:37 AM
To:  Prathiba.T <prathibaece@kamarajengg.edu.in>

Get Outlook for Android

From: hinduja k <hinduja28052000@gmail.com>

Sent: Friday, January 21, 2022 11:34:27 AM

To: Nisharani.S <nisharaniece@kamarajengg.edu.in>

Subject: Fwd: Provisional Offer Letter | Campus | Focus - Online Tutor
 

---------- Forwarded message ---------

From: Mary murugesan <mary.m@focusedumatics.com>

Date: Thu, Dec 23, 2021 at 4:48 PM

Subject: Provisional Offer Letter | Campus | Focus - Online Tutor

To: 


Dear Selects,
 
Greetings from Focus Edumatics Pvt Ltd,
 
It is with great pleasure that we wish to inform you that you have been selected as "Online
Tutor" at our Company "Focus Edumatics Pvt. Ltd., Coimbatore".
  
The “Online Training & Certification” program is tentatively scheduled and it will be
conducted by our training specialists using our Online-training platform. Your Date
of joining will be 29th Dec 2021- Wednesday, Please do fill the form by on or before 26th
Dec 2021.
 
For those who need clarifications, kindly revert back through the mail and further
documentation clarifications will be coordinated as per the scheduled time.
 
Your Remuneration and other details will be disclosed with a Letter of Intent after the
confirmation by filling the below Confirmation Form,
 
Joining
Form: https://docs.google.com/forms/d/1XHdGee52V1lrnTCgG2a8Gp70XoJzldZo9qoIi__x7
IM/edit
 
Salary: 17,500 CTC  + Rs. 1000 PM Internet Allowance + Joining Bonus: Rs. 8000/- will be
pain along with 2nd month salary

https://aka.ms/ghei36
mailto:mary.m@focusedumatics.com
https://docs.google.com/forms/d/1XHdGee52V1lrnTCgG2a8Gp70XoJzldZo9qoIi__x7IM/edit


Shift: Night Shift / US shift
Employment: Work from Home / Office
 Required amenities: Laptop/ desktop with Wired Broadband connection.
Working days:  5 days working and 2 days week off.
Timing:  9 Hrs (8hrs for work & 1 hr for break)
Training Period: 12 – 15 days would be the training period ( 9 hrs per days including breaks)
Notice Period: 2 months notice period.
 
 
Note: Kindly do ignore the mail, those who have joined with us.
 
With Regards,
Mary -HR
Focus Edumatics Pvt Ltd
Coimbatore, Tamilnadu
www.Focusedumatics.com
 

http://www.focusedumatics.com/
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80) 33243001 www.teamlease.com Registered Office: No 6, 3rd Floor, C Wing, Laxmi Towers, Bandra Kurla Complex, 
Bandra (East), Mumbai - 400051 

 

 

 

 

 

Date: 12-Apr-21 

 

Subject:  Letter of Intent 

 

 

Dear Karthikeyan K, 

 

As per our discussion, we are pleased to offer you the position of Graduate Engineer Trainee-Signalling Systems (Grade 

M9) with a CTC of INR 276000- PA and Site Allowance will be paid as per TSTS Policy 

 

As discussed, the broad terms of this employment offer are set out hereinafter; 

 Your employment with TeamLease Services Ltd. is based on the interview conducted by our client TSTS. 

 Your employment shall begin from the date of your reporting at the premises of our esteemed Client TVM 

Signalling and Transportation Pvt. Ltd. (#610,”NARAYANA”1st Floor,15th Cross, 100 Feet road , JP Nagar 6th 

phase, Bangalore-78) 

 You are required to join on/before Jun’21 on receipt of course completion certificate without any backlog. 

confirmed date shall be communicated to you either by us or our client representative. 

 Your work location will be Bengaluru and Various Site in India 

 You shall be required to follow and abide by the working and security conditions which may be applicable at the 

Client’s premises. 

 For all reasons you will be deemed an employee of TeamLease Services Ltd. 

 You required to undergo medical fitness tests in a clinic prescribed by us, before joining the duty (Medical test 

will be taken care by TSTS) 

 The formal letter of Appointment will be issued at the time of your joining the Company. You are requested to 

submit the following documents prior to or at the time of your joining; 

o Copy of Resume 

o Copies of your educational qualifications 

o Previous employer experience letter 

o Copy of Permanent Account Number Card and Aadhaar Card UAN (for PF) 

o Copy of Bank Passbook first page or Cancelled Cheque (For Salary Transfer) 

o Copy of ID proof 

o 1 Family postcard size photograph (ESIC applicability) 

 

Please accept the above stated by signing the duplicate copy of this letter and return the same for our record. We wish you 

all the best, 

 

Thanking you, 

 

For TEAMLEASE SERVICES LIMITED 

 
(Authorized Signatory) 

 

 

 

 

 



 

TeamLease Services Limited., CIN No. U74140MH2000PTC124003 
BMTC Commercial Complex, 8th Floor, 80 Feet Road, Koramangala, Bangalore - 560095. Ph : (91-80) 33002345, Fax : (91-

80) 33243001 www.teamlease.com Registered Office: No 6, 3rd Floor, C Wing, Laxmi Towers, Bandra Kurla Complex, 
Bandra (East), Mumbai - 400051 

 

 

 

 

 

Date: 12-Apr-21 

 

Subject:  Letter of Intent 

 

 

Dear Lakshmi Narayanan K, 

 

As per our discussion, we are pleased to offer you the position of Graduate Engineer Trainee-Signalling Systems (Grade 

M9) with a CTC of INR 276000- PA and Site Allowance will be paid as per TSTS Policy 

 

As discussed, the broad terms of this employment offer are set out hereinafter; 

 Your employment with TeamLease Services Ltd. is based on the interview conducted by our client TSTS. 

 Your employment shall begin from the date of your reporting at the premises of our esteemed Client TVM 

Signalling and Transportation Pvt. Ltd. (#610,”NARAYANA”1st Floor,15th Cross, 100 Feet road , JP Nagar 6th 

phase, Bangalore-78) 

 You are required to join on/before Jun’21 on receipt of course completion certificate without any backlog. 

confirmed date shall be communicated to you either by us or our client representative. 

 Your work location will be Bengaluru and Various Site in India 

 You shall be required to follow and abide by the working and security conditions which may be applicable at the 

Client’s premises. 

 For all reasons you will be deemed an employee of TeamLease Services Ltd. 

 You required to undergo medical fitness tests in a clinic prescribed by us, before joining the duty (Medical test 

will be taken care by TSTS) 

 The formal letter of Appointment will be issued at the time of your joining the Company. You are requested to 

submit the following documents prior to or at the time of your joining; 

o Copy of Resume 

o Copies of your educational qualifications 

o Previous employer experience letter 

o Copy of Permanent Account Number Card and Aadhaar Card UAN (for PF) 

o Copy of Bank Passbook first page or Cancelled Cheque (For Salary Transfer) 

o Copy of ID proof 

o 1 Family postcard size photograph (ESIC applicability) 

 

Please accept the above stated by signing the duplicate copy of this letter and return the same for our record. We wish you 

all the best, 

 

Thanking you, 

 

For TEAMLEASE SERVICES LIMITED 

 
(Authorized Signatory) 

 

 

 

 

 



OFFER LETTER

                                                               24th January 2021

Mr.Rajeshmani G
No.84C/1, Kaliamman Kovil Street
Palanganatham, Madurai
Pincode – 625 003 
                                                                                                                                                             
Dear Mr.Rajesh,

This is in reference to your application and the subsequent interview you had with us recently.

We are  pleased to inform you that  we  are  offering  you a position  in  our  organization  on the
following terms and conditions:

A) Position :Graduate Engineer Trainee – PRJ

B) Grade :E1   

C) Band                          :A                    

D) Salary :Rs.2,16,000/- P.A (CTC with EPF & ESI)                       

E) Location :Chennai

F) Joining Date :1st July 2021

(This Employment offer stands NULL and VOID if you do not join on the given Joining Date)

1. Agreements: 

You will  be required to sign a 36 month service agreement with the Company or any other
client  as  required  and  complete  various  formalities  as  per  the  agreements  during  your
employment with us.
 

2. Probation: 

You will be on probation for a period of 12 Months from the joining date.  

3. Transferability:

Your  services  are subject  to  transfer  to  any of  our  proposed office(s)  /  works in  India.   If
required,  you  may  have  to  travel  to  other  parts  of  India  or  abroad  as  part  of  your  job
responsibilities.

Your official working hours and place(s) of work will be as specified for the regular employees.

4. Separation: 
Your  Separation  will  be  governed  by  our  “Separation  Policy”  however,  you  shall  give  the
organization  in  writing  your  intention  to  resign,  a  minimum notice  period 1  months  or  as
applicable to your grade at the time of resigning. Your notice period will be calculated only from
the date of acceptance of your resignation.  

You are in any event not entitled to resign on payment of salary in lieu of notice without the
consent of the organization in writing. 



The organization shall be entitled to terminate your employment at any time before or after the
period of probation either on giving  1 month notice or without any notice on payment of 1
month salary in lieu of notice. 
The final decision regarding your separation is at the discretion of the management depending
on business requirements.

5.  Other Terms and Conditions:
a) You  shall  not  divulge  either  during  the  employment  with  us  or  afterwards,  orally  or

otherwise,  any  particulars  or  details  of  our  business,  manufacturing  process,  technical
know-how, prices, company's confidential material,  security arrangements, administrative
and / or organizational matters whether confidential, secret or otherwise, which you acquire
during the course of your employment.

b) You  will  maintain  and  keep  in  your  safe  custody,  such  books,  manuals,  registers,
documents and other papers as may be issued to you or may come in your possession and
shall return the same when required or at the time of separation.

c) During your tenure with us,  you shall  not take up any assignment,  part  or  full  time,  as
Director/ Consultant/ Partner or in any other capacity of any organization or entity ,  without
the written consent of Data Patterns (India) Pvt. Ltd. The consent may be given subject to
any terms and conditions that the company may think fit  and may be withdrawn at the
discretion of the management.

d) You shall abide by all the rules and regulations of the company as are in force from time to
time till  your formal separation from the company.

As a token of your acceptance of the above offer, we request you to sign the duplicate copy of this
letter and hand it over to us.

We welcome you to our organization and wish you the best for a long and rewarding career with
us.

Yours sincerely,

(Rekha Rangarajan)
Director

I accept the above terms and conditions of service.

Signature:                     Date:



COST TO THE COMPANY (CTC) FOR Mr.Rajeshmani G
Department  :Projects (PRJ)
Designation  :Graduate Engineer Trainee – PRJ
Grade          :E1
Band           :A

CTC (PA) 216,000 
CTC - Monthly 18,000 

MONTHLY COMPONENT (in Rs.)
Basic Pay 7,145 
HRA 2,858 
Other allowances 6,087 
Total: Monthly  (A) 16,089 
Total: Monthly : Annualised  (B) 193,066 

Employee Contribution  (C )
Less: Contribution towards PF 857 
Less: Contribution towards ESI 282 

TOTAL : MONTHLY TAKE HOME PAY   (A-C) 14,950 

ANNUAL COMPONENTS (in Rs.)
Bonus   (D) 7,145 
Employer's Contribution    (E)
      to Provident Fund 11,668 
      to Gratuity Fund 4,122 
TOTAL : ANNUAL  (E) 15,790 

COST TO THE COMPANY   (B+D+E) 216,000 

Other Benefits (in Rs.)
Group Personal Accident Cover* 300000.00
Group Health Insurance* 150000.00
Food Subsidy**
Transport Subsidy **

NOTE :
* Refer Insurance Policy
** If availed 
All salary components are governed by the company policies and statutory guidelines.
This salary sheet is strictly confidential and the details shall not be disclosed.



List of documents / have to be send before Joining & List of documents / have to be submit at
the time of joining

 This will facilitate joining, background verification / validation and appointment process at 

DATA PATTERNS (INDIA) PVT. LTD. / INDUS TEQSITE PVT. LTD.

List of Documents have to send 
before joining & have to submit at 
the time of joining 1.Jul.2021

Blood Group certificate (Softcopy)

PAN Card (Mandatory) (Softcopy)

Relieving letters, Experience certificates & Payslips (Softcopy) if 

applicable

Educational Certificates & Mark sheets:

 10th std , 12th std & UG certificates
 Diploma, Graduation,  Post-graduation
 Other relevant educational or skill certifications (Softcopy)

Your Photo ID proof 
(Voter's ID Card / License / Passport) (Softcopy)

Permanent Residential address proof of yourself 
(Ration Card / Voter's ID Card / License / Passport) (Softcopy)

Permanent Residential address proof of guarantor 
(Guarantor – Father/Mother (Earning member))
(Ration Card / Voter's ID Card / License / Passport) (Softcopy)

Your recent colour photograph 
(Only with Red Background)

Send your recent photograph softcopy with red background before joining
& have to submit the same photograph (2 Passport size and 1 Stamp 
size) at the time of joining

Medical Certificate Physical and Mental fitness from a registered medical practitioner 
(Allopathy) (Softcopy) & have to submit hard copy at the time of joining

NOC From Local police Station (Softcopy) & have to submit the hard copy at 
the time of joining

I understand that the listed mandatory documents should be brought on the DOJ and I confirm to 
provide them on the DOJ itself.

Signature: Date:





OFFER LETTER

Date: 3rd August 2021

Dear Saraswathi M,

The terms and conditions of your offer are as follows:

1. LOCATION
You will be based initially at Apptivo Software Pvt Ltd, 36/2, Doak Nagar Main Road,
Madurai-625016. It may be noted that the Management is entitled to relocate/transfer you to any
branch now in existence or which may be commenced in the future. You may also be deputed to
work for our Principals/clients/customers where we have undertaken specific assignments.

2. DESIGNATION
Consequent to your appointment with Apptivo Software Pvt. Ltd, your designation will be as
“Graduate Trainee Engineer”.

3. DATE OF APPOINTMENT
Your Appointment with us is effective from your date of joining, which shall be 4th August
2021. Kindly note that in case you fail to join on the stipulated date, this offer shall stand
rescinded.

4. COMPENSATION
Your annual compensation of INR 1,20,000 which will be paid monthly in accordance with the
company's normal payroll procedures, after applicable statutory deductions like EPF, ESI, P Tax
and LWF etc

5. LEAVE
You will be provided annual and sick leave as per the company policy from time to time you
may contact the HR personnel for your leave eligibility.

6. EMPLOYMENT
You will be on training for the first six months and then a full time employee.

7. OTHER WORK
During your training you shall devote your full time to the company and shall not take up any
other work / training for remuneration or otherwise (part time or otherwise) or for an advisory

Apptivo Software Private Limited,

1,Anthu street, Santhome High Road, Chennai - 600 004.

Phone No: 044-43033881. www.apptivo.com



capacity or be interested directly or indirectly (except as shareholders or debenture holder) in any
other trade or business during the employment with the company without permission in writing
to the Director of the company.

8. RESPONSIBILITIES
As part of the requirement, you may be required to undergo training in various areas as
may be decided by the company from time to time and which may require your presence beyond
the normal hours.

9. TRAVEL
You will be required to undertake travel on company work and you will be paid travel
expenses as per the company rules.

10. CONFIDENTIAL INFORMATION
You will not at any time without the written consent of the director disclose or divulge or make
public except on legal obligations any information regarding the company’s affairs or
administration or research carried out whether the same may be confined to you or become
known to you in the course of your service or otherwise.

11. PROTECTION OF INTEREST
If you conceive if/invent/discover/improve on any new or advances or current methods of
Improving process / formulae / systems in relation to the operation of the company or its
affiliates or customers, such developments, discoveries or inventions will be fully communicated
to the company and will remain the sole right/ property of the company.

12. PAST RECORD
If any declaration given or furnished by you to the company prove to be false or if you are found
to have willfully suppressed any material information in such case, you will be liable to removal
from service without notice.

13. NOTICE PERIOD
During the period of training your training is liable to be determined at any time without any
prior notice. Upon you being considered and absorbed in employment with the company, your
services are terminable on either side by issuance of notice of 90 days or pay in Lieu thereof. The
company reserves the right to forfeit the amount in case you fail to issue the notice period or fail
to serve the period of notice. However, the company, at their Discretion may waive the period of
notice and relieve you earlier from the notice period

Apptivo Software Private Limited,

1,Anthu street, Santhome High Road, Chennai - 600 004.

Phone No: 044-43033881. www.apptivo.com



14. ON SEPARATION
On termination of this contract, you will immediately give up to the company before you are
relieved all correspondence, specifications, formulae, books, documents, cost data, market data,
literature, drawings, effects or records, etc.. belonging to the company or relating to its business
and shall not make or retain any copies of these items. You should not take up any employment
with Apptivo’s immediate client or the End client where Apptivo’s developed software being
used or where, in the course of your training, you have been associated, either directly or
indirectly for a period of 2 years from the date of separation. The above terms and conditions are
subject to company policy and please confirm that the above terms are acceptable to you by
signing a copy of this letter.

Yours Truly,

Apptivo Software Pvt Ltd Read and Accepted

Sanjeetha
HR Manager (Candidate’s Signature)

Apptivo Software Private Limited,

1,Anthu street, Santhome High Road, Chennai - 600 004.

Phone No: 044-43033881. www.apptivo.com



Apptivo Software Pvt Ltd

CTC

Saraswathi M
CTC INR 120,000

S.No. Components of Compensation Saraswathi M

Per Annum Per month

1 Basic 36,000 3,000

2 House Rent Allowance 36,000 3,000

3 Conveyance Allowance 12,000 1,000

4 Other Allowance 28,039 2,337

Total A - GROSS SALARY 112,039 9,337

Company's Contribution

1 Company's Contribution to PF 4,320 360

2 Company's Contribution to ESI 3,641 303

Total B - COMPANY CONTRIBUTION 7,961 663

CTC ( A+B ) 120,000 10,000

Workings for Take Home Salary

S.No. Components of Compensation Per month

1 Basic 3,000

2 House Rent Allowance 3,000

3 Conveyance Allowance 1,000

4 Other Allowance 2,337

Total C 9,337

Less : Deductions

1 Employee's Contribution to PF 360

2 Employee's Contribution to ESI 70

3 Professional Tax*

4 Income Tax Deduction at Source ** -
Total D 430

Monthly Take home (C - D) INR 8,907

*Professional Tax as per statutory will be deducted on half yearly basis
**TDS is applicable as per IT Rules

Apptivo Software Private Limited,

1,Anthu street, Santhome High Road, Chennai - 600 004.

Phone No: 044-43033881. www.apptivo.com

















 

 

 
Nggawe Nirman Technologies Private Limited 

Registered Office: Global Technology Park, Tower C, Marathahalli, 

ORR, Devarabeesanahalli, Bellanduru Hobli, Bengaluru - 560 103 

CIN:U72900KA2017PTC107990    
 

 

 
www.nirman.io 

Private and Confidential 
 

Ref # NNT/HR/2021/1184 
Date: 18-Oct-2021 
 

 
Jeyapriya J 
 
 
Dear Jeyapriya J, 
 
Offer of Employment 
 
We are pleased to offer you (herein after also referred to as Employee) full-time employment in the 
position of Software Engineer – IC1 with Nggawe Nirman Technologies Pvt. Ltd, effective 25-Oct-2021, 
herein after referred to also as Company. 
  
1. Remuneration 
a) The break-up of your annual gross salary and benefits details along with some conditions applicable are 
set out in Appendix. 
b) Salary will be paid into your salary account by the 5th day of each month. 
 
2. Salary Revision 
Your remuneration will be subject to annual review, or at such times as may be appropriate. Review dates 
are set by Corporate Headquarters. The result of any remuneration review will take your performance into 
account. 
 
3. Place of work 
Your normal place of work will be at the Company’s facility at Miller’s Road in Bangalore. The company 
reserves the right to change your place of work within India. Your services shall be transferrable to any of 
the branches of the Company, or associated companies or any other companies of Nggawe Nirman 
Technologies Pvt. Ltd. group. You may be required to travel within and outside India 
 
4. Working Hours 
a) The normal working hours are 9:30 AM to 6:00 PM with 30 minutes lunch break Monday thru Friday. 
However due to business exigencies employees may be required to work at different timings and on 
weekends/ holidays which may be prescribed by the manager from time to time. 
b) For the businesses that operate on a 24x7 basis, employees may be required to work at different times 
including night. In all such cases, the actual working hours shall be as prescribed by manager. 
 
5. Probation Period 
The first six (6) months of your employment shall be considered a probationary period. This period can be 
extended for a further period of one (1) month at the election of the Company, and you would not be 
deemed to be confirmed unless a confirmation letter is given to you in writing. During the probation, or its 
extension, either party may terminate this relationship with one (1) month notice. 
 
 
 
 
 
 
 

http://www.nirman.io/
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6. Termination 
a) Termination of employment by either party shall be two (2) months’ notice in writing or payment in lieu 
of notice. Such notice may not be offset by unused leave. 
 
b) If your actions at any time constitute a serious breach of Company’s standards of behavior/ code of 
conduct Company may end this contract and terminate your employment immediately, without any 
compensation. 
 
c) This appointment letter is issued on the understanding that all the information given by you in the 
application/ employee data form / during the interview or data provided prior to and/ or at the time of 
joining is true. If it is found at any time that the information given by you is not correct or true or you have 
knowingly suppressed any information, the Company will have the right to terminate your appointment 
with us anytime without any compensation. 
 
d) Notwithstanding anything to the contrary contained herein, the Company may terminate your services 
at any time, with immediate effect by a notice in writing (without notice or Base Salary in lieu thereof as 
contemplated in clause 6.a above), for Cause. For purposes of this Agreement, “Cause” is defined as 
misconduct, including but not limited to the following conduct by you: (1) fraudulent, dishonest or 
undisciplined conduct, or breach of integrity; (2) misappropriation or misuse of Company property; (3) 
insubordination or failure to comply with the directions given by persons so authorized; (4) conviction for 
any offence involving moral turpitude; (5) breach of any terms of this Agreement or of any Company policy 
or other documents or directions of the Company or its authorized representative; (6) irregularity in 
attendance; (7) persistent unsatisfactory work performance, or neglect of duties; or (8) other conduct by 
you which is regarded by the Company as prejudicial to its own interests. 
 
e) If you remain absent unauthorized for a period of three (3) or more consecutive working days or remains 
absent unauthorized for a period of three (3) working days beyond the period of leave originally granted 
or subsequently extended, the Company may at any time thereafter, give a notice to you at your last known 
address calling upon you to report back for work and seek an explanation in writing, for such absence within 
5 (five) calendar days of the date of notice, and unless you report to duty within such time and give 
satisfactory explanation for your absence, you will be deemed to have voluntarily resigned / abandoned 
your employment. However, if you report for work and submit a satisfactory reply within the time 
stipulated, you may be permitted to resume duty without prejudice to the right of the Company to take 
suitable action.  
 
f) The Company reserves the right to require you not to attend to work and/or not to undertake all or any 
of your duties of employment during any period of notice (whether given by the you or the Company), 
provided that the Company shall, in the circumstances contemplated in Clause 6.a herein, continue to pay 
you your Base Salary and applicable benefits for the duration of the notice subject to the terms of the 
governing benefits plans. You agree that your obligations of confidentiality, good faith, loyalty and fidelity 
shall continue to remain in force notwithstanding any such period of granted leave or notice period. 
 
g) The notice or Base Salary in lieu thereof, if any, made pursuant to the clauses of this Section 6 will be full 
and adequate compensation to you with respect to the termination of the your employment and this 
agreement notwithstanding any factor in the relationship between the Company and you, including 
without limitation the your length of service, age, position, prospects of re-employment, loss of benefits, 
or the timing or manner of termination, and you waive any right that you may now or hereafter have to 
claim further compensation of any kind from the Company in an action for wrongful dismissal or otherwise. 
 
7. Verification  
a) This appointment is based on the details provided by you in the company application form/ employment 
data form/ during the interview/ data provided prior to or at the time of joining.  
 
b) The offer is made based on the Indian laws and subject to no adverse information being obtained during 
reference checking with previous employers, validation of educational qualifications or background checks, 
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and approval of your employment/ immigration pass application (wherever applicable). For audit purposes, 
you are also expected to provide an original copy of your last pay slip to the Human Resources Department. 
 
8. Proprietary Information Agreement  
You will be employed by Company in a capacity in which you will or may receive confidential information, 
which is of value to Company or its clients/customers. You therefore agree to abide by the following terms 
and conditions: 
 
a) Your employment creates a relationship of confidence and trust between you and Company with respect 
to certain information of a confidential, proprietary or trade secret nature. For the purposes of this 
Agreement, all such confidential, proprietary or trade secret information will be referred to as "Proprietary 
Information". 
 
b) Proprietary Information includes without limitation: 
All software developed or licensed by or for Company or its Clients or licensed to Company by a third party, 
and any documentation or listing pertaining to such software; the term "software" as used in this paragraph 
refers to software in various stages of development or any product thereof and includes without limitation 
the literal elements of a program (source code, object code or otherwise), its audio-visual components 
(menus, screens, structure or organization), any human or machine readable form of the program, and any 
writing or medium in which the program or the information therein is stored, written or described, 
including without limitation, diagrams, flowcharts, designs, drawings, specification, models, data, bug 
reports and customer information. 
 
Marketing and sales plans, product development plans, competitive analyses, benchmark test results, 
business and financial plans or forecasts, non-public financial information, agreements, and customer and 
employee lists of Company. 
 
Any information or material not described above which relates to Company’s inventions, technological 
developments, "know-how", purchasing, accounting, merchandising, or licensing. 
Any information of the type described above which Company has a legal obligation to treat as confidential, 
or which Company treats as proprietary or designates as confidential, whether or not owned or developed 
by Company. 
 
Proprietary Information shall not include information known publicly or generally employed in the trade, 
nor shall it include generic knowledge that you would have learned in the course of similar employment 
elsewhere. 
 
c) At all times, both during and after your employment with Company, you will hold Proprietary Information 
in confidence. You will not use, transfer, publish, disclose, or report Proprietary Information directly or 
indirectly, except such disclosure to other Company employees or authorized third parties as may be 
necessary in the ordinary course of performing your duties for Company or otherwise as directed by 
Company. 
 
d) You agree that you have not brought any proprietary information of a former employer to Company and 
that you will not use any proprietary information of a former employer in the performance of your work 
with Company unless you have written authorization from your former employer. 
 
e) You will promptly disclose to Company all ideas, processes, inventions, modification, and improvements 
(collectively referred to as "Inventions") relating to any work or business carried on by Company, conceived 
by you alone or with others during the term of your employment, whether or not conceived during regular 
business hours. 
 
f) All such Inventions shall be the sole and exclusive property of Company. You also agree to execute 
without receiving additional compensation: (a) any formal documents necessary to assign any Inventions 
to Company; and (b) all documents required to obtain a patent, register a copyright, or enforce Company's 
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rights in such Inventions. These obligations shall continue beyond the termination of employment with 
respect to Inventions you conceive or make during the period of your employment. 
 
g) You will not recruit or hire any Company employee for six months after termination of your employment 
with Company without Company's explicit written consent. 
 
h) You are liable to be transferred in such capacity as the Company may, from time to time, determine to 
any other location, department, establishment or part of Group of companies anywhere in the World, 
without any change in terms and conditions of employment at the sole discretion of the management. In 
such a case, you will be governed by the rules and service conditions applicable to new assignments and 
locations. Please note, your new employment will be subject to the terms of this Agreement until you sign 
another one with the new employing company. You may also be sent on training, deputation assignments 
to sister or associate companies or to third parties whether in India or abroad and you are expected to 
honor the decision of the Company.  
 
You will be governed by the rules and regulations in these regards as may be applicable to you from time 
to time. You will have to execute Service / Confidentiality and Non-Disclosure Agreement, as may be 
required to protect the interest of the client(s) of our Company. 
 
i) You shall upon termination of your employment with Company and upon Company's request reaffirm 
your recognition of the importance of maintaining the confidentiality of Company's Proprietary 
Information and reaffirm all of the obligations set forth in this Agreement. 
 
j) You shall upon termination of your employment with Company return (and not retain) all property 
belonging to Company or relating to its business, including without limitation all Proprietary Information, 
documents, software, discs, diskettes, tapes, and any other form of media, all correspondence, 
specifications, formulae, books, cost data, market data, literature, drawings, client contacts, billing details, 
payment outstanding, effects or records etc. copies of any of the above, microcomputer systems, computer 
terminals, modems, other hardware, telephones, credit cards, and/or company automobile. You will, if so 
required by the Company, confirm in writing that you have complied with this obligation. 
 
k) Company’s proprietary rights and confidential information are amongst the Company’s most important 
assets, and as a condition of your employment you are required to sign the Company’s Proprietary 
Information Agreement. A breach of security or confidentiality is regarded very seriously and could lead to 
termination of employment. 
 
l) You further agree that, notwithstanding the provisions of Section 19(4) of the Indian Copyright Act, 1957, 
the assignment in terms of this clause shall not lapse nor the rights transferred therein revert to you, even 
if the Company does not exercise the rights under the assignment within a period of 1 (one) year from the 
date of such assignment. You hereby agree that you will waive any right to and will not raise any objection 
or claims before the Copyright Board or any other appropriate authority with respect to the assignment, 
pursuant to Section 19A of the Indian Copyright Act, 1957 or the Canadian Copyright Act. 
 
m) Conflict of Interest: 
It is intended to avoid any conflict between your interests as an employee and the interest of the company 
in dealing with Suppliers, Customers and all other Organizations or Individuals doing or seeking to do 
business with the Company. Further, if any ‘Conflict of Interest’ does arise in future, you will promptly 
report the same to the Executive management immediately.   
 
Noted below are few examples of Conflict of Interest:  

• You or any dependent member of your family not to have an interest in any organization, which has 
business dealings with our Company, where there is an opportunity for preferential treatment to be 
given or received, except where such an interest comprises of securities in widely held operations which 
are quoted and sold on Open market or the interest is not material. 

• You or any dependent member of your family not to buy / sell or lease any kind of property, facilities or 
equipment from or to the Company or any affiliate or to any other Company, Firm, or Individual that is 
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or is seeking to become a Contractor, Supplier or Customer, except with the knowledge and Consent of 
the Management. 

• You are not to serve as an Officer, Director or in any other Management Capacity or as a Consultant to 
another Company or Organization doing or seeking to do Business with the Company or an affiliate 
except with the Knowledge and Consent of Management of our Company. 

• You are not to use or release to a third party any data on Decisions, Plans, Competitive Bids or any other 
information concerning the Company, which might be prejudicial to the interest of our Company. 

• You or any other dependent member of your family not to accept Commission, a Share in Profits or 
other Payments, Loans (other than with established Banks or Financial Institutions), Services, Excessive 
entertainment and Travel or Gifts or more than nominal value from any individual or Organization doing 
or seeking to do business with the Company. 

 
9. Code of Conduct 
a) You shall in the course of your employment be required to adhere to and follow all applicable laws, and 
the Company’s policies and instructions as applicable from time to time. Each of such policies will be 
deemed to be a part of this Agreement and constitute the understanding between the Company and the 
Employee governing the terms of the employment.  
 
b) You shall be aware and acknowledge that the Company is committed to the promotion of an 
environment that values the diversity of the workforce and is free from discrimination on the basis of race, 
color, sex, sexual orientation, age, physical or mental disability, marital status, family responsibilities, 
pregnancy, religion, political opinion, national extraction or social origin. You shall be required to observe 
this policy at all times during the course of employment with the Company. 
 
c) You shall display the highest standards of propriety and integrity in all your dealings with the Company, 
its clients, customers, consultants, employees and service providers. 
 
10. Offer Acceptance and Validity 
Please read this offer of employment carefully before you agree to its terms by signing it. The offer sets 
forth certain important benefits, terms and conditions related to your employment with Company. Please 
confirm your acceptance to this offer by signing the copy of this offer letter and returning to us by 20-Oct-
2021. 
 
Yours sincerely, 

 
 
 
(Santoshkumar Hanaji) 
COO – Nggawe Nirman Technologies Private Limited 
 

DECLARATION 
I, Jeyapriya J agree with all the above terms and conditions of employment with Nggawe Nirman 
Technologies Pvt. Ltd. I also confirm that I have read, understood and agree to comply with the Proprietary 
Information Agreement. I shall commence employment with effect from 25-Oct-21. 
 
 
Date:  _________________      Signature: _______________ 
 
 
Place: _________________         
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APPENDIX 
 

Compensation and Benefits 
 
1. All entitlements given below are applicable after you have joined Company. The entitlements are subject 
to company policies / procedures / guidelines that may be issued / modified from time to time. All 
perquisites and benefits including reimbursements are subject to Income Tax provisions, which may be 
applicable, including taxation on perquisite value. You shall not discuss your compensation stated 
hereinabove with the other employees as the same is a personal matter between you and the Company. 
 
2. These entitlements shall cease upon the termination of your employment with Company. These 
entitlements may also cease if you need to take long-termed personal leave of absence. You will need to 
check with your local HR team for details. 
 
Compensation Structure:  
 

Salary Components* Per Annum (INR) 

Basic   160,000 

HRA  64,000 

Leave Travel Allowance 13,333 

Special Allowance 133,371 

Gross Salary  370,704 

Employer Contribution   

Employer's PF Contribution  21,600 

Gratuity Contribution 7,696 

Total Salary  400,000 

 
- On successfully completing continuous twelve months with us, you would qualify for a One-time 
Retention Pay of INR 100,000 (One lakh only). This amount would be processed along with the paycheck 
of your anniversary month with the Company.  
The Retention Pay amount shall not be payable by the company in case the employee resigns from the 
services of the company or is terminated for cause before completing continuous twelve months with the 
company.  
* All statutory deduction applicable as per law. 
 
3. The Company, at any time, reserves the right to review and restructure its Compensation Package. 
 
4. House Rent Allowance 
This is a part of your annual gross salary and paid as an allowance. 
 
5. Provident Fund/ Employee Pension Scheme 
You will be required to subscribe to the Provident Fund scheme as may be applicable to you. The company 
will contribute 12% of your Basic salary (or INR 21,600 pa whichever is higher) toward this fund/ scheme. 
 
6. Gratuity 
Gratuity will be payable in line with the statutory provisions, upon separation from the company, subject 
to completion of minimum of five years of employment with Company. 
 
7. Meal Vouchers / Food Coupon 
For Tax saving purposes you can opt for the Food Card/Meal Vouchers up to an amount of Rs. 26,400 per 
year. If opted for, this amount would be deducted from your Special Allowance and provided tax free as 
Food Card/Meal Vouchers.  
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The meal vouchers can also be used at any of the Vendor’s affiliates for food and food related items only. 
Any unutilized meal vouchers can be carried forward to the subsequent months, subject to any applicable 
validity period. 
 
8. Insurance Coverage 
All employees, their spouse, dependent parents and up to two dependent children will be enrolled under 
the company group medical insurance scheme. 
 
Employees are also covered under a Group Accidental Insurance and a Group Term Life Insurance details 
of which shall be shared by the Human Resources.  
 
Insurance cover will begin after the insurance company accepts and processes all information provided by 
the employee after joining. To facilitate early enrolments employees are required to provide immediately 
on joining all information necessary for the group insurance policy. Claims will have to be submitted by the 
employee directly to the insurance company and will be subject to the policies of the insurance company. 
 
9. Holidays 
Company will provide 10 paid public holidays 
 
10. Vacation / Paid Time Off 
Company will provide 18 days of vacation pay. Maximum accrued vacation time cannot exceed 20 days. 
Once an employee exceeds this limit, accrual shall cease. Unused leaves lapse. This entitlement shall be 
calculated on a pro rata basis. 
 
11. Sick Leave 
Company will provide 12 days of sick leave. This entitlement shall be calculated on a pro rata basis. 
 
12. Miscellaneous expenses 
The Company shall also reimburse the Employee for any reasonable, documented out-of-pocket business 
expenses (i.e. business travel, entertainment expenses, telephone expenses used for official purposes and 
transportation expenses from home to office and back in case employee is required to attend late night 
calls at the office) incurred by the Employee for the purpose of and in connection with the performance of 
the duties and responsibilities pursuant to this Agreement. The Employee shall, however, only be entitled 
to such reimbursement upon his presentation to the Company of receipts or other statements itemizing 
and documenting such expenses in reasonable detail and to the satisfaction of the Company and being 
consistent with the Company’s policies. 
 
13. Maternity 
100% daily wages averaged over 6 months of maternity leave, paid for 26 weeks. An extension of up to 1 
month is allowed for medically certified reasons. 
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Joining Formalities:  
 
At the time of your joining, you would be required to bring the originals and submit a copy each of the 
following testimonials (Soft copy preferred).  
 
1. Educational Qualification 
 
a) SSC / Class X & HSC 
b) Graduation degree certificate and marks cards of all years / semesters  
c) Post Graduation degree certificate and marks cards of all years / semesters  
 
2. Work Experience  
 
a) Experience & relieving certificates of all your previous employers.  
b) Latest pay slip, appointment letter of your current employer and Form. 16.  
 
3. In addition, you would be required to submit a softcopy of your passport size photographs in color with 
white background.  
 
Prompt receipt of the above testimonials along with the personal data form and the other enclosures duly 
filled in would help us to complete the joining formalities seamlessly. Your co-operation is solicited in 
complying with the above.  
 
4. As part of background verification you are required to produce  
a) Identity proof (Passport, Driver’s license, PAN card, Ration card, Voter ID card.  
b) Address proof in respect of residence where a person has stayed for the longest duration in last 7 years. 
(Any utility bill electricity, telephone, credit card) 
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Ref # NNT/HR/2021/1070 
Date: 24-Sep-2021  

 
Nagashalini R 
C/o Mr. Azarudeen A (Placement Officer) 
Training Development and Placement Cell 
KAMARAJ College of Engineering and Technology 
K. Vellakulam, Madurai District 
 
 
Dear Nagashalini, 
 
Offer of Internship 
 
We are pleased to offer you (herein after also referred to as Intern) and Internship opportunity as an 
“Software Engineering Intern” with Nggawe Nirman Technologies Pvt. Ltd, for a period of 6 months 
effective 04-Oct-2021, herein after referred to also as Company. 
 
1. Stipend 
a) The details regarding your internship stipend and any other benefits if any along with some conditions 
applicable are set out in Appendix. 
b) The Stipend will be paid into your bank account by the 5th day of each month. 
 
2. Place of work 
Your normal place of work will be at the Company’s facility based out of Bangalore. The company reserves 
the right to change your place of work within India. Your services shall be transferrable to any of the 
branches of the Company, or associated companies or any other companies of Nggawe Nirman 
Technologies Pvt. Ltd. group.  
 
4. Working Hours 
a) The normal working hours are 9:30 AM to 6:00 PM with 30 minutes lunch break Monday thru Friday. 
However due to business exigencies you may be required to work at different timings and on weekends/ 
holidays which may be prescribed by the manager from time to time. 
b) For the businesses that operate on a 24x7 basis, you may be required to work at different times including 
night. In all such cases, the actual working hours shall be as prescribed by manager. 
 
5. Confirmation  
This engagement is purely an internship opportunity and the company doesn’t guarantee a full time 
employment on completion of the internship period. It is solely company’s discretion whether to offer you 
a full time employment or not and it would depend upon your performance during the internship, an active 
relevant position in the company at that point in time and other business exigencies.  
 
6. Termination 
a) Termination of internship by either party shall be 30 days’ notice in writing or payment in lieu of notice. 
Such notice may not be offset by unused leave. 
 
b) If your actions at any time constitute a serious breach of Company’s standards of behavior/ code of 
conduct Company may end this contract and terminate your internship  immediately, without any 
compensation. 
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c) This internship letter is issued on the understanding that all the information given by you in the 
application/ employee data form / during the interview or data provided prior to and/ or at the time of 
joining is true. If it is found at any time that the information given by you is not correct or true or you have 
knowingly suppressed any information, the Company will have the right to terminate your internship with 
us anytime without any compensation. 
 
d) Notwithstanding anything to the contrary contained herein, the Company may terminate your services 
at any time, with immediate effect by a notice in writing (without notice or stipend in lieu thereof as 
contemplated in clause 6.a above), for Cause. For purposes of this Agreement, “Cause” is defined as 
misconduct, including but not limited to the following conduct by you: (1) fraudulent, dishonest or 
undisciplined conduct, or breach of integrity; (2) misappropriation or misuse of Company property; (3) 
insubordination or failure to comply with the directions given by persons so authorized; (4) conviction for 
any offence involving moral turpitude; (5) breach of any terms of this Agreement or of any Company policy 
or other documents or directions of the Company or its authorized representative; (6) irregularity in 
attendance; (7) persistent unsatisfactory work performance, or neglect of duties; or (8) other conduct by 
you which is regarded by the Company as prejudicial to its own interests. 
 
e) If you remain absent unauthorized for a period of three (3) or more consecutive working days or remains 
absent unauthorized for a period of three (3) working days beyond the period of leave originally granted 
or subsequently extended, the Company may at any time thereafter, give a notice to you at your last known 
address calling upon you to report back for work and seek an explanation in writing, for such absence within 
5 (five) calendar days of the date of notice, and unless you report to duty within such time and give 
satisfactory explanation for your absence, you will be deemed to have voluntarily resigned / abandoned 
your internship. However, if you report for work and submit a satisfactory reply within the time stipulated, 
you may be permitted to resume duty without prejudice to the right of the Company to take suitable action.  
 
7. Proprietary Information Agreement  
You will be working with the Company in a capacity in which you will or may receive confidential 
information, which is of value to Company or its clients/customers. You therefore agree to abide by the 
following terms and conditions: 
 
a) Your internship creates a relationship of confidence and trust between you and Company with respect 
to certain information of a confidential, proprietary or trade secret nature. For the purposes of this 
Agreement, all such confidential, proprietary or trade secret information will be referred to as "Proprietary 
Information". 
 
b) Proprietary Information includes without limitation: 
All software developed or licensed by or for Company or its Clients or licensed to Company by a third party, 
and any documentation or listing pertaining to such software; the term "software" as used in this paragraph 
refers to software in various stages of development or any product thereof and includes without limitation 
the literal elements of a program (source code, object code or otherwise), its audio-visual components 
(menus, screens, structure or organization), any human or machine readable form of the program, and any 
writing or medium in which the program or the information therein is stored, written or described, 
including without limitation, diagrams, flowcharts, designs, drawings, specification, models, data, bug 
reports and customer information. 
 
Marketing and sales plans, product development plans, competitive analyses, benchmark test results, 
business and financial plans or forecasts, non-public financial information, agreements, and customer and 
employee lists of Company. 
 
Any information or material not described above which relates to Company’s inventions, technological 
developments, "know-how", purchasing, accounting, merchandising, or licensing. 
Any information of the type described above which Company has a legal obligation to treat as confidential, 
or which Company treats as proprietary or designates as confidential, whether or not owned or developed 
by Company. 
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Proprietary Information shall not include information known publicly or generally employed in the trade, 
nor shall it include generic knowledge that you would have learned in the course of similar engagement / 
employment elsewhere. 
 
c) At all times, both during and after your internship with Company, you will hold Proprietary Information 
in confidence. You will not use, transfer, publish, disclose, or report Proprietary Information directly or 
indirectly, except such disclosure to other Company employees or authorized third parties as may be 
necessary in the ordinary course of performing your duties for Company or otherwise as directed by 
Company. 
 
d) You agree that you have not brought any proprietary information of a former employer to Company and 
that you will not use any proprietary information of a former employer in the performance of your work 
with Company unless you have written authorization from your former employer. 
 
e) You will promptly disclose to Company all ideas, processes, inventions, modification, and improvements 
(collectively referred to as "Inventions") relating to any work or business carried on by Company, conceived 
by you alone or with others during the term of your internship, whether or not conceived during regular 
business hours. 
 
f) All such Inventions shall be the sole and exclusive property of Company. You also agree to execute 
without receiving additional compensation: (a) any formal documents necessary to assign any Inventions 
to Company; and (b) all documents required to obtain a patent, register a copyright, or enforce Company's 
rights in such Inventions. These obligations shall continue beyond the termination of internship with 
respect to Inventions you conceive or make during the period of your internship. 
 
g) You will not recruit or hire any Company employee for six months after termination of your internship 
with Company without Company's explicit written consent. 
 
h) You are liable to be transferred in such capacity as the Company may, from time to time, determine to 
any other location, department, establishment or part of Group of companies anywhere in the World, 
without any change in terms and conditions of internship at the sole discretion of the management. In such 
a case, you will be governed by the rules and service conditions applicable to new assignments and 
locations. Please note, your new employment will be subject to the terms of this Agreement until you sign 
another one with the new employing company. You may also be sent on training, deputation assignments 
to sister or associate companies or to third parties whether in India or abroad and you are expected to 
honor the decision of the Company.  
 
You will be governed by the rules and regulations in these regards as may be applicable to you from time 
to time. You will have to execute Service / Confidentiality and Non-Disclosure Agreement, as may be 
required to protect the interest of the client(s) of our Company. 
 
i) You shall upon termination of your internship with Company and upon Company's request reaffirm your 
recognition of the importance of maintaining the confidentiality of Company's Proprietary Information and 
reaffirm all of the obligations set forth in this Agreement. 
 
j) You shall upon termination of your internship with Company return (and not retain) all property 
belonging to Company or relating to its business, including without limitation all Proprietary Information, 
documents, software, discs, diskettes, tapes, and any other form of media, all correspondence, 
specifications, formulae, books, cost data, market data, literature, drawings, client contacts, billing details, 
payment outstanding, effects or records etc. copies of any of the above, microcomputer systems, computer 
terminals, modems, other hardware, telephones, credit cards, and/or company automobile. You will, if so 
required by the Company, confirm in writing that you have complied with this obligation. 
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k) Company’s proprietary rights and confidential information are amongst the Company’s most important 
assets, and as a condition of your internship you are required to sign the Company’s Proprietary 
Information Agreement. A breach of security or confidentiality is regarded very seriously and could lead to 
termination of internship. 
 
l) You further agree that, notwithstanding the provisions of Section 19(4) of the Indian Copyright Act, 1957, 
the assignment in terms of this clause shall not lapse nor the rights transferred therein revert to you, even 
if the Company does not exercise the rights under the assignment within a period of 1 (one) year from the 
date of such assignment. You hereby agree that you will waive any right to and will not raise any objection 
or claims before the Copyright Board or any other appropriate authority with respect to the assignment, 
pursuant to Section 19A of the Indian Copyright Act, 1957 or the Canadian Copyright Act. 
 
m) Conflict of Interest: 
It is intended to avoid any conflict between your interests as an intern and the interest of the company in 
dealing with Suppliers, Customers and all other Organizations or Individuals doing or seeking to do business 
with the Company. Further, if any ‘Conflict of Interest’ does arise in future, you will promptly report the 
same to the Executive management immediately.   
 
Noted below are few examples of Conflict of Interest:  
 
 You or any dependent member of your family not to have an interest in any organization, which has 

business dealings with our Company, where there is an opportunity for preferential treatment to be 
given or received, except where such an interest comprises of securities in widely held operations which 
are quoted and sold on Open market or the interest is not material. 

 You or any dependent member of your family not to buy / sell or lease any kind of property, facilities or 
equipment from or to the Company or any affiliate or to any other Company, Firm, or Individual that is 
or is seeking to become a Contractor, Supplier or Customer, except with the knowledge and Consent of 
the Management. 

 You are not to serve as an Officer, Director or in any other Management Capacity or as a Consultant to 
another Company or Organization doing or seeking to do Business with the Company or an affiliate 
except with the Knowledge and Consent of Management of our Company. 

 You are not to use or release to a third party any data on Decisions, Plans, Competitive Bids or any other 
information concerning the Company, which might be prejudicial to the interest of our Company. 

 You or any other dependent member of your family not to accept Commission, a Share in Profits or 
other Payments, Loans (other than with established Banks or Financial Institutions), Services, Excessive 
entertainment and Travel or Gifts or more than nominal value from any individual or Organization doing 
or seeking to do business with the Company. 

 
 
9. Code of Conduct 
a) You shall in the course of your internship be required to adhere to and follow all applicable laws, and 
the Company’s policies and instructions as applicable from time to time. Each of such policies will be 
deemed to be a part of this Agreement and constitute the understanding between the Company and the 
intern governing the terms of the internship.  
 
b) You shall be aware and acknowledge that the Company is committed to the promotion of an 
environment that values the diversity of the workforce and is free from discrimination on the basis of race, 
color, sex, sexual orientation, age, physical or mental disability, marital status, family responsibilities, 
pregnancy, religion, political opinion, national extraction or social origin. You shall be required to observe 
this policy at all times during the course of internship with the Company. 
 
c) You shall display the highest standards of propriety and integrity in all your dealings with the Company, 
its clients, customers, consultants, employees and service providers. 
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10. Offer Acceptance and Validity 
Please read this offer of internship carefully before you agree to its terms by signing it. The offer sets forth 
certain important benefits, terms and conditions related to your internship with Company. Please confirm 
your acceptance to this offer by signing the copy of this offer letter and returning to us by 28-Sep-2021. 
 
Yours sincerely, 
 
 
 
(Santoshkumar Hanaji) 
Director – Nggawe Nirman Technologies Private Limited 
 

DECLARATION 
I, Nagashalini R agree with all the above terms and conditions of internship with Nggawe Nirman 
Technologies Pvt. Ltd. I also confirm that I have read, understood and agree to comply with the Proprietary 
Information Agreement. I shall commence internship with effect from 04-Oct-2021. 
 
 
Date:  _________________      Signature: _______________ 
 
 
Place: _________________         
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APPENDIX 

 
Compensation and Benefits 
 
1. All entitlements given below are applicable after you have joined Company. The entitlements are subject 
to company policies / procedures / guidelines that may be issued / modified from time to time. All 
perquisites and benefits including reimbursements are subject to Income Tax provisions, which may be 
applicable, including taxation on perquisite value. You shall not discuss your compensation stated 
hereinabove with the other employees as the same is a personal matter between you and the Company. 
 
2. These entitlements shall cease upon the termination of your internship with Company.  
 
Compensation Details:  
 
During your internship, you would be paid a fixed Stipend of INR 20,000 pm (Rupees Twenty Thousand 
Only)*.  
 
* All statutory deduction applicable as per law (eg. TDS). 
 
Internship Duration: 6 months with effect from 04-Oct-2021 
 
Medical Insurance 
The Company would cover you under the company’s Group Medical Insurance Policy. Only you would be 
covered under this policy.   
 
Holidays 
Company will provide 10 paid public holidays in a calendar year. 
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Joining Formalities:  
 
At the time of your joining, you would be required to bring the originals and submit a copy each of the 
following testimonials.  
 
1. Educational Qualification 
 
a) SSC / Class X & HSC 
b) Graduation degree certificate and marks cards of all years / semesters  
c) Post Graduation degree certificate and marks cards of all years / semesters  
 
2. Work Experience  (If any) 
 
a) Experience & relieving certificates of all your previous employers.  
b) Latest pay slip, appointment letter of your current employer and Form. 16.  
 
3. In addition, you would be required to submit 5 passport size photographs in color with white background.  
 
Prompt receipt of the above testimonials along with the personal data form and the other enclosures duly 
filled in would help us to complete the joining formalities seamlessly. Your co-operation is solicited in 
complying with the above.  
 
4. As part of background verification you are required to produce  
a) Identity proof (Passport, Driver’s license, PAN card, Ration card, Voter ID card.  
b) Address proof in respect of residence where a person has stayed for the longest duration in last 7 years. 
(Any utility bill electricity, telephone, credit card) 
 

 

 



 
 

 
Nggawe Nirman Technologies Private Limited 

Registered Office: Global Technology Park, Tower C, Marathahalli, 
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Ref # NNT/HR/2021/1069 
Date: 24-Sep-2021  

 
Mathankumar V 
C/o Mr. Azarudeen A (Placement Officer) 
Training Development and Placement Cell 
KAMARAJ College of Engineering and Technology 
K. Vellakulam, Madurai District 
 
 
Dear Mathankumar, 
 
Offer of Internship 
 
We are pleased to offer you (herein after also referred to as Intern) and Internship opportunity as an 
“Software Engineering Intern” with Nggawe Nirman Technologies Pvt. Ltd, for a period of 6 months 
effective 04-Oct-2021, herein after referred to also as Company. 
 
1. Stipend 
a) The details regarding your internship stipend and any other benefits if any along with some conditions 
applicable are set out in Appendix. 
b) The Stipend will be paid into your bank account by the 5th day of each month. 
 
2. Place of work 
Your normal place of work will be at the Company’s facility based out of Bangalore. The company reserves 
the right to change your place of work within India. Your services shall be transferrable to any of the 
branches of the Company, or associated companies or any other companies of Nggawe Nirman 
Technologies Pvt. Ltd. group.  
 
4. Working Hours 
a) The normal working hours are 9:30 AM to 6:00 PM with 30 minutes lunch break Monday thru Friday. 
However due to business exigencies you may be required to work at different timings and on weekends/ 
holidays which may be prescribed by the manager from time to time. 
b) For the businesses that operate on a 24x7 basis, you may be required to work at different times including 
night. In all such cases, the actual working hours shall be as prescribed by manager. 
 
5. Confirmation  
This engagement is purely an internship opportunity and the company doesn’t guarantee a full time 
employment on completion of the internship period. It is solely company’s discretion whether to offer you 
a full time employment or not and it would depend upon your performance during the internship, an active 
relevant position in the company at that point in time and other business exigencies.  
 
6. Termination 
a) Termination of internship by either party shall be 30 days’ notice in writing or payment in lieu of notice. 
Such notice may not be offset by unused leave. 
 
b) If your actions at any time constitute a serious breach of Company’s standards of behavior/ code of 
conduct Company may end this contract and terminate your internship  immediately, without any 
compensation. 
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c) This internship letter is issued on the understanding that all the information given by you in the 
application/ employee data form / during the interview or data provided prior to and/ or at the time of 
joining is true. If it is found at any time that the information given by you is not correct or true or you have 
knowingly suppressed any information, the Company will have the right to terminate your internship with 
us anytime without any compensation. 
 
d) Notwithstanding anything to the contrary contained herein, the Company may terminate your services 
at any time, with immediate effect by a notice in writing (without notice or stipend in lieu thereof as 
contemplated in clause 6.a above), for Cause. For purposes of this Agreement, “Cause” is defined as 
misconduct, including but not limited to the following conduct by you: (1) fraudulent, dishonest or 
undisciplined conduct, or breach of integrity; (2) misappropriation or misuse of Company property; (3) 
insubordination or failure to comply with the directions given by persons so authorized; (4) conviction for 
any offence involving moral turpitude; (5) breach of any terms of this Agreement or of any Company policy 
or other documents or directions of the Company or its authorized representative; (6) irregularity in 
attendance; (7) persistent unsatisfactory work performance, or neglect of duties; or (8) other conduct by 
you which is regarded by the Company as prejudicial to its own interests. 
 
e) If you remain absent unauthorized for a period of three (3) or more consecutive working days or remains 
absent unauthorized for a period of three (3) working days beyond the period of leave originally granted 
or subsequently extended, the Company may at any time thereafter, give a notice to you at your last known 
address calling upon you to report back for work and seek an explanation in writing, for such absence within 
5 (five) calendar days of the date of notice, and unless you report to duty within such time and give 
satisfactory explanation for your absence, you will be deemed to have voluntarily resigned / abandoned 
your internship. However, if you report for work and submit a satisfactory reply within the time stipulated, 
you may be permitted to resume duty without prejudice to the right of the Company to take suitable action.  
 
7. Proprietary Information Agreement  
You will be working with the Company in a capacity in which you will or may receive confidential 
information, which is of value to Company or its clients/customers. You therefore agree to abide by the 
following terms and conditions: 
 
a) Your internship creates a relationship of confidence and trust between you and Company with respect 
to certain information of a confidential, proprietary or trade secret nature. For the purposes of this 
Agreement, all such confidential, proprietary or trade secret information will be referred to as "Proprietary 
Information". 
 
b) Proprietary Information includes without limitation: 
All software developed or licensed by or for Company or its Clients or licensed to Company by a third party, 
and any documentation or listing pertaining to such software; the term "software" as used in this paragraph 
refers to software in various stages of development or any product thereof and includes without limitation 
the literal elements of a program (source code, object code or otherwise), its audio-visual components 
(menus, screens, structure or organization), any human or machine readable form of the program, and any 
writing or medium in which the program or the information therein is stored, written or described, 
including without limitation, diagrams, flowcharts, designs, drawings, specification, models, data, bug 
reports and customer information. 
 
Marketing and sales plans, product development plans, competitive analyses, benchmark test results, 
business and financial plans or forecasts, non-public financial information, agreements, and customer and 
employee lists of Company. 
 
Any information or material not described above which relates to Company’s inventions, technological 
developments, "know-how", purchasing, accounting, merchandising, or licensing. 
Any information of the type described above which Company has a legal obligation to treat as confidential, 
or which Company treats as proprietary or designates as confidential, whether or not owned or developed 
by Company. 
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Proprietary Information shall not include information known publicly or generally employed in the trade, 
nor shall it include generic knowledge that you would have learned in the course of similar engagement / 
employment elsewhere. 
 
c) At all times, both during and after your internship with Company, you will hold Proprietary Information 
in confidence. You will not use, transfer, publish, disclose, or report Proprietary Information directly or 
indirectly, except such disclosure to other Company employees or authorized third parties as may be 
necessary in the ordinary course of performing your duties for Company or otherwise as directed by 
Company. 
 
d) You agree that you have not brought any proprietary information of a former employer to Company and 
that you will not use any proprietary information of a former employer in the performance of your work 
with Company unless you have written authorization from your former employer. 
 
e) You will promptly disclose to Company all ideas, processes, inventions, modification, and improvements 
(collectively referred to as "Inventions") relating to any work or business carried on by Company, conceived 
by you alone or with others during the term of your internship, whether or not conceived during regular 
business hours. 
 
f) All such Inventions shall be the sole and exclusive property of Company. You also agree to execute 
without receiving additional compensation: (a) any formal documents necessary to assign any Inventions 
to Company; and (b) all documents required to obtain a patent, register a copyright, or enforce Company's 
rights in such Inventions. These obligations shall continue beyond the termination of internship with 
respect to Inventions you conceive or make during the period of your internship. 
 
g) You will not recruit or hire any Company employee for six months after termination of your internship 
with Company without Company's explicit written consent. 
 
h) You are liable to be transferred in such capacity as the Company may, from time to time, determine to 
any other location, department, establishment or part of Group of companies anywhere in the World, 
without any change in terms and conditions of internship at the sole discretion of the management. In such 
a case, you will be governed by the rules and service conditions applicable to new assignments and 
locations. Please note, your new employment will be subject to the terms of this Agreement until you sign 
another one with the new employing company. You may also be sent on training, deputation assignments 
to sister or associate companies or to third parties whether in India or abroad and you are expected to 
honor the decision of the Company.  
 
You will be governed by the rules and regulations in these regards as may be applicable to you from time 
to time. You will have to execute Service / Confidentiality and Non-Disclosure Agreement, as may be 
required to protect the interest of the client(s) of our Company. 
 
i) You shall upon termination of your internship with Company and upon Company's request reaffirm your 
recognition of the importance of maintaining the confidentiality of Company's Proprietary Information and 
reaffirm all of the obligations set forth in this Agreement. 
 
j) You shall upon termination of your internship with Company return (and not retain) all property 
belonging to Company or relating to its business, including without limitation all Proprietary Information, 
documents, software, discs, diskettes, tapes, and any other form of media, all correspondence, 
specifications, formulae, books, cost data, market data, literature, drawings, client contacts, billing details, 
payment outstanding, effects or records etc. copies of any of the above, microcomputer systems, computer 
terminals, modems, other hardware, telephones, credit cards, and/or company automobile. You will, if so 
required by the Company, confirm in writing that you have complied with this obligation. 
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k) Company’s proprietary rights and confidential information are amongst the Company’s most important 
assets, and as a condition of your internship you are required to sign the Company’s Proprietary 
Information Agreement. A breach of security or confidentiality is regarded very seriously and could lead to 
termination of internship. 
 
l) You further agree that, notwithstanding the provisions of Section 19(4) of the Indian Copyright Act, 1957, 
the assignment in terms of this clause shall not lapse nor the rights transferred therein revert to you, even 
if the Company does not exercise the rights under the assignment within a period of 1 (one) year from the 
date of such assignment. You hereby agree that you will waive any right to and will not raise any objection 
or claims before the Copyright Board or any other appropriate authority with respect to the assignment, 
pursuant to Section 19A of the Indian Copyright Act, 1957 or the Canadian Copyright Act. 
 
m) Conflict of Interest: 
It is intended to avoid any conflict between your interests as an intern and the interest of the company in 
dealing with Suppliers, Customers and all other Organizations or Individuals doing or seeking to do business 
with the Company. Further, if any ‘Conflict of Interest’ does arise in future, you will promptly report the 
same to the Executive management immediately.   
 
Noted below are few examples of Conflict of Interest:  
 
 You or any dependent member of your family not to have an interest in any organization, which has 

business dealings with our Company, where there is an opportunity for preferential treatment to be 
given or received, except where such an interest comprises of securities in widely held operations which 
are quoted and sold on Open market or the interest is not material. 

 You or any dependent member of your family not to buy / sell or lease any kind of property, facilities or 
equipment from or to the Company or any affiliate or to any other Company, Firm, or Individual that is 
or is seeking to become a Contractor, Supplier or Customer, except with the knowledge and Consent of 
the Management. 

 You are not to serve as an Officer, Director or in any other Management Capacity or as a Consultant to 
another Company or Organization doing or seeking to do Business with the Company or an affiliate 
except with the Knowledge and Consent of Management of our Company. 

 You are not to use or release to a third party any data on Decisions, Plans, Competitive Bids or any other 
information concerning the Company, which might be prejudicial to the interest of our Company. 

 You or any other dependent member of your family not to accept Commission, a Share in Profits or 
other Payments, Loans (other than with established Banks or Financial Institutions), Services, Excessive 
entertainment and Travel or Gifts or more than nominal value from any individual or Organization doing 
or seeking to do business with the Company. 

 
 
9. Code of Conduct 
a) You shall in the course of your internship be required to adhere to and follow all applicable laws, and 
the Company’s policies and instructions as applicable from time to time. Each of such policies will be 
deemed to be a part of this Agreement and constitute the understanding between the Company and the 
intern governing the terms of the internship.  
 
b) You shall be aware and acknowledge that the Company is committed to the promotion of an 
environment that values the diversity of the workforce and is free from discrimination on the basis of race, 
color, sex, sexual orientation, age, physical or mental disability, marital status, family responsibilities, 
pregnancy, religion, political opinion, national extraction or social origin. You shall be required to observe 
this policy at all times during the course of internship with the Company. 
 
c) You shall display the highest standards of propriety and integrity in all your dealings with the Company, 
its clients, customers, consultants, employees and service providers. 
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10. Offer Acceptance and Validity 
Please read this offer of internship carefully before you agree to its terms by signing it. The offer sets forth 
certain important benefits, terms and conditions related to your internship with Company. Please confirm 
your acceptance to this offer by signing the copy of this offer letter and returning to us by 28-Sep-2021. 
 
Yours sincerely, 
 
 
 
(Santoshkumar Hanaji) 
Director – Nggawe Nirman Technologies Private Limited 
 

DECLARATION 
I, Mathankumar V agree with all the above terms and conditions of internship with Nggawe Nirman 
Technologies Pvt. Ltd. I also confirm that I have read, understood and agree to comply with the Proprietary 
Information Agreement. I shall commence internship with effect from 04-Oct-2021. 
 
 
Date:  _________________      Signature: _______________ 
 
 
Place: _________________         
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APPENDIX 

 
Compensation and Benefits 
 
1. All entitlements given below are applicable after you have joined Company. The entitlements are subject 
to company policies / procedures / guidelines that may be issued / modified from time to time. All 
perquisites and benefits including reimbursements are subject to Income Tax provisions, which may be 
applicable, including taxation on perquisite value. You shall not discuss your compensation stated 
hereinabove with the other employees as the same is a personal matter between you and the Company. 
 
2. These entitlements shall cease upon the termination of your internship with Company.  
 
Compensation Details:  
 
During your internship, you would be paid a fixed Stipend of INR 20,000 pm (Rupees Twenty Thousand 
Only)*.  
 
* All statutory deduction applicable as per law (eg. TDS). 
 
Internship Duration: 6 months with effect from 04-Oct-2021 
 
Medical Insurance 
The Company would cover you under the company’s Group Medical Insurance Policy. Only you would be 
covered under this policy.   
 
Holidays 
Company will provide 10 paid public holidays in a calendar year. 
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Joining Formalities:  
 
At the time of your joining, you would be required to bring the originals and submit a copy each of the 
following testimonials.  
 
1. Educational Qualification 
 
a) SSC / Class X & HSC 
b) Graduation degree certificate and marks cards of all years / semesters  
c) Post Graduation degree certificate and marks cards of all years / semesters  
 
2. Work Experience  (If any) 
 
a) Experience & relieving certificates of all your previous employers.  
b) Latest pay slip, appointment letter of your current employer and Form. 16.  
 
3. In addition, you would be required to submit 5 passport size photographs in color with white background.  
 
Prompt receipt of the above testimonials along with the personal data form and the other enclosures duly 
filled in would help us to complete the joining formalities seamlessly. Your co-operation is solicited in 
complying with the above.  
 
4. As part of background verification you are required to produce  
a) Identity proof (Passport, Driver’s license, PAN card, Ration card, Voter ID card.  
b) Address proof in respect of residence where a person has stayed for the longest duration in last 7 years. 
(Any utility bill electricity, telephone, credit card) 
 

 

 



 
 

 
Nggawe Nirman Technologies Private Limited 
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Ref # NNT/HR/2021/1066 
Date: 24-Sep-2021  

 
Aravindasundar A 
C/o Mr. Azarudeen A (Placement Officer) 
Training Development and Placement Cell 
KAMARAJ College of Engineering and Technology 
K. Vellakulam, Madurai District 
 
 
Dear Aravindasundar, 
 
Offer of Internship 
 
We are pleased to offer you (herein after also referred to as Intern) and Internship opportunity as an 
“Software Engineering Intern” with Nggawe Nirman Technologies Pvt. Ltd, for a period of 6 months 
effective 04-Oct-2021, herein after referred to also as Company. 
 
1. Stipend 
a) The details regarding your internship stipend and any other benefits if any along with some conditions 
applicable are set out in Appendix. 
b) The Stipend will be paid into your bank account by the 5th day of each month. 
 
2. Place of work 
Your normal place of work will be at the Company’s facility based out of Bangalore. The company reserves 
the right to change your place of work within India. Your services shall be transferrable to any of the 
branches of the Company, or associated companies or any other companies of Nggawe Nirman 
Technologies Pvt. Ltd. group.  
 
4. Working Hours 
a) The normal working hours are 9:30 AM to 6:00 PM with 30 minutes lunch break Monday thru Friday. 
However due to business exigencies you may be required to work at different timings and on weekends/ 
holidays which may be prescribed by the manager from time to time. 
b) For the businesses that operate on a 24x7 basis, you may be required to work at different times including 
night. In all such cases, the actual working hours shall be as prescribed by manager. 
 
5. Confirmation  
This engagement is purely an internship opportunity and the company doesn’t guarantee a full time 
employment on completion of the internship period. It is solely company’s discretion whether to offer you 
a full time employment or not and it would depend upon your performance during the internship, an active 
relevant position in the company at that point in time and other business exigencies.  
 
6. Termination 
a) Termination of internship by either party shall be 30 days’ notice in writing or payment in lieu of notice. 
Such notice may not be offset by unused leave. 
 
b) If your actions at any time constitute a serious breach of Company’s standards of behavior/ code of 
conduct Company may end this contract and terminate your internship  immediately, without any 
compensation. 
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c) This internship letter is issued on the understanding that all the information given by you in the 
application/ employee data form / during the interview or data provided prior to and/ or at the time of 
joining is true. If it is found at any time that the information given by you is not correct or true or you have 
knowingly suppressed any information, the Company will have the right to terminate your internship with 
us anytime without any compensation. 
 
d) Notwithstanding anything to the contrary contained herein, the Company may terminate your services 
at any time, with immediate effect by a notice in writing (without notice or stipend in lieu thereof as 
contemplated in clause 6.a above), for Cause. For purposes of this Agreement, “Cause” is defined as 
misconduct, including but not limited to the following conduct by you: (1) fraudulent, dishonest or 
undisciplined conduct, or breach of integrity; (2) misappropriation or misuse of Company property; (3) 
insubordination or failure to comply with the directions given by persons so authorized; (4) conviction for 
any offence involving moral turpitude; (5) breach of any terms of this Agreement or of any Company policy 
or other documents or directions of the Company or its authorized representative; (6) irregularity in 
attendance; (7) persistent unsatisfactory work performance, or neglect of duties; or (8) other conduct by 
you which is regarded by the Company as prejudicial to its own interests. 
 
e) If you remain absent unauthorized for a period of three (3) or more consecutive working days or remains 
absent unauthorized for a period of three (3) working days beyond the period of leave originally granted 
or subsequently extended, the Company may at any time thereafter, give a notice to you at your last known 
address calling upon you to report back for work and seek an explanation in writing, for such absence within 
5 (five) calendar days of the date of notice, and unless you report to duty within such time and give 
satisfactory explanation for your absence, you will be deemed to have voluntarily resigned / abandoned 
your internship. However, if you report for work and submit a satisfactory reply within the time stipulated, 
you may be permitted to resume duty without prejudice to the right of the Company to take suitable action.  
 
7. Proprietary Information Agreement  
You will be working with the Company in a capacity in which you will or may receive confidential 
information, which is of value to Company or its clients/customers. You therefore agree to abide by the 
following terms and conditions: 
 
a) Your internship creates a relationship of confidence and trust between you and Company with respect 
to certain information of a confidential, proprietary or trade secret nature. For the purposes of this 
Agreement, all such confidential, proprietary or trade secret information will be referred to as "Proprietary 
Information". 
 
b) Proprietary Information includes without limitation: 
All software developed or licensed by or for Company or its Clients or licensed to Company by a third party, 
and any documentation or listing pertaining to such software; the term "software" as used in this paragraph 
refers to software in various stages of development or any product thereof and includes without limitation 
the literal elements of a program (source code, object code or otherwise), its audio-visual components 
(menus, screens, structure or organization), any human or machine readable form of the program, and any 
writing or medium in which the program or the information therein is stored, written or described, 
including without limitation, diagrams, flowcharts, designs, drawings, specification, models, data, bug 
reports and customer information. 
 
Marketing and sales plans, product development plans, competitive analyses, benchmark test results, 
business and financial plans or forecasts, non-public financial information, agreements, and customer and 
employee lists of Company. 
 
Any information or material not described above which relates to Company’s inventions, technological 
developments, "know-how", purchasing, accounting, merchandising, or licensing. 
Any information of the type described above which Company has a legal obligation to treat as confidential, 
or which Company treats as proprietary or designates as confidential, whether or not owned or developed 
by Company. 
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Proprietary Information shall not include information known publicly or generally employed in the trade, 
nor shall it include generic knowledge that you would have learned in the course of similar engagement / 
employment elsewhere. 
 
c) At all times, both during and after your internship with Company, you will hold Proprietary Information 
in confidence. You will not use, transfer, publish, disclose, or report Proprietary Information directly or 
indirectly, except such disclosure to other Company employees or authorized third parties as may be 
necessary in the ordinary course of performing your duties for Company or otherwise as directed by 
Company. 
 
d) You agree that you have not brought any proprietary information of a former employer to Company and 
that you will not use any proprietary information of a former employer in the performance of your work 
with Company unless you have written authorization from your former employer. 
 
e) You will promptly disclose to Company all ideas, processes, inventions, modification, and improvements 
(collectively referred to as "Inventions") relating to any work or business carried on by Company, conceived 
by you alone or with others during the term of your internship, whether or not conceived during regular 
business hours. 
 
f) All such Inventions shall be the sole and exclusive property of Company. You also agree to execute 
without receiving additional compensation: (a) any formal documents necessary to assign any Inventions 
to Company; and (b) all documents required to obtain a patent, register a copyright, or enforce Company's 
rights in such Inventions. These obligations shall continue beyond the termination of internship with 
respect to Inventions you conceive or make during the period of your internship. 
 
g) You will not recruit or hire any Company employee for six months after termination of your internship 
with Company without Company's explicit written consent. 
 
h) You are liable to be transferred in such capacity as the Company may, from time to time, determine to 
any other location, department, establishment or part of Group of companies anywhere in the World, 
without any change in terms and conditions of internship at the sole discretion of the management. In such 
a case, you will be governed by the rules and service conditions applicable to new assignments and 
locations. Please note, your new employment will be subject to the terms of this Agreement until you sign 
another one with the new employing company. You may also be sent on training, deputation assignments 
to sister or associate companies or to third parties whether in India or abroad and you are expected to 
honor the decision of the Company.  
 
You will be governed by the rules and regulations in these regards as may be applicable to you from time 
to time. You will have to execute Service / Confidentiality and Non-Disclosure Agreement, as may be 
required to protect the interest of the client(s) of our Company. 
 
i) You shall upon termination of your internship with Company and upon Company's request reaffirm your 
recognition of the importance of maintaining the confidentiality of Company's Proprietary Information and 
reaffirm all of the obligations set forth in this Agreement. 
 
j) You shall upon termination of your internship with Company return (and not retain) all property 
belonging to Company or relating to its business, including without limitation all Proprietary Information, 
documents, software, discs, diskettes, tapes, and any other form of media, all correspondence, 
specifications, formulae, books, cost data, market data, literature, drawings, client contacts, billing details, 
payment outstanding, effects or records etc. copies of any of the above, microcomputer systems, computer 
terminals, modems, other hardware, telephones, credit cards, and/or company automobile. You will, if so 
required by the Company, confirm in writing that you have complied with this obligation. 
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k) Company’s proprietary rights and confidential information are amongst the Company’s most important 
assets, and as a condition of your internship you are required to sign the Company’s Proprietary 
Information Agreement. A breach of security or confidentiality is regarded very seriously and could lead to 
termination of internship. 
 
l) You further agree that, notwithstanding the provisions of Section 19(4) of the Indian Copyright Act, 1957, 
the assignment in terms of this clause shall not lapse nor the rights transferred therein revert to you, even 
if the Company does not exercise the rights under the assignment within a period of 1 (one) year from the 
date of such assignment. You hereby agree that you will waive any right to and will not raise any objection 
or claims before the Copyright Board or any other appropriate authority with respect to the assignment, 
pursuant to Section 19A of the Indian Copyright Act, 1957 or the Canadian Copyright Act. 
 
m) Conflict of Interest: 
It is intended to avoid any conflict between your interests as an intern and the interest of the company in 
dealing with Suppliers, Customers and all other Organizations or Individuals doing or seeking to do business 
with the Company. Further, if any ‘Conflict of Interest’ does arise in future, you will promptly report the 
same to the Executive management immediately.   
 
Noted below are few examples of Conflict of Interest:  
 
 You or any dependent member of your family not to have an interest in any organization, which has 

business dealings with our Company, where there is an opportunity for preferential treatment to be 
given or received, except where such an interest comprises of securities in widely held operations which 
are quoted and sold on Open market or the interest is not material. 

 You or any dependent member of your family not to buy / sell or lease any kind of property, facilities or 
equipment from or to the Company or any affiliate or to any other Company, Firm, or Individual that is 
or is seeking to become a Contractor, Supplier or Customer, except with the knowledge and Consent of 
the Management. 

 You are not to serve as an Officer, Director or in any other Management Capacity or as a Consultant to 
another Company or Organization doing or seeking to do Business with the Company or an affiliate 
except with the Knowledge and Consent of Management of our Company. 

 You are not to use or release to a third party any data on Decisions, Plans, Competitive Bids or any other 
information concerning the Company, which might be prejudicial to the interest of our Company. 

 You or any other dependent member of your family not to accept Commission, a Share in Profits or 
other Payments, Loans (other than with established Banks or Financial Institutions), Services, Excessive 
entertainment and Travel or Gifts or more than nominal value from any individual or Organization doing 
or seeking to do business with the Company. 

 
 
9. Code of Conduct 
a) You shall in the course of your internship be required to adhere to and follow all applicable laws, and 
the Company’s policies and instructions as applicable from time to time. Each of such policies will be 
deemed to be a part of this Agreement and constitute the understanding between the Company and the 
intern governing the terms of the internship.  
 
b) You shall be aware and acknowledge that the Company is committed to the promotion of an 
environment that values the diversity of the workforce and is free from discrimination on the basis of race, 
color, sex, sexual orientation, age, physical or mental disability, marital status, family responsibilities, 
pregnancy, religion, political opinion, national extraction or social origin. You shall be required to observe 
this policy at all times during the course of internship with the Company. 
 
c) You shall display the highest standards of propriety and integrity in all your dealings with the Company, 
its clients, customers, consultants, employees and service providers. 
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10. Offer Acceptance and Validity 
Please read this offer of internship carefully before you agree to its terms by signing it. The offer sets forth 
certain important benefits, terms and conditions related to your internship with Company. Please confirm 
your acceptance to this offer by signing the copy of this offer letter and returning to us by 28-Sep-2021. 
 
Yours sincerely, 
 
 
 
(Santoshkumar Hanaji) 
Director – Nggawe Nirman Technologies Private Limited 
 

DECLARATION 
I, Aravindasundar A agree with all the above terms and conditions of internship with Nggawe Nirman 
Technologies Pvt. Ltd. I also confirm that I have read, understood and agree to comply with the Proprietary 
Information Agreement. I shall commence internship with effect from 04-Oct-2021. 
 
 
Date:  _________________      Signature: _______________ 
 
 
Place: _________________         
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APPENDIX 

 
Compensation and Benefits 
 
1. All entitlements given below are applicable after you have joined Company. The entitlements are subject 
to company policies / procedures / guidelines that may be issued / modified from time to time. All 
perquisites and benefits including reimbursements are subject to Income Tax provisions, which may be 
applicable, including taxation on perquisite value. You shall not discuss your compensation stated 
hereinabove with the other employees as the same is a personal matter between you and the Company. 
 
2. These entitlements shall cease upon the termination of your internship with Company.  
 
Compensation Details:  
 
During your internship, you would be paid a fixed Stipend of INR 20,000 pm (Rupees Twenty Thousand 
Only)*.  
 
* All statutory deduction applicable as per law (eg. TDS). 
 
Internship Duration: 6 months with effect from 04-Oct-2021 
 
Medical Insurance 
The Company would cover you under the company’s Group Medical Insurance Policy. Only you would be 
covered under this policy.   
 
Holidays 
Company will provide 10 paid public holidays in a calendar year. 
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Joining Formalities:  
 
At the time of your joining, you would be required to bring the originals and submit a copy each of the 
following testimonials.  
 
1. Educational Qualification 
 
a) SSC / Class X & HSC 
b) Graduation degree certificate and marks cards of all years / semesters  
c) Post Graduation degree certificate and marks cards of all years / semesters  
 
2. Work Experience  (If any) 
 
a) Experience & relieving certificates of all your previous employers.  
b) Latest pay slip, appointment letter of your current employer and Form. 16.  
 
3. In addition, you would be required to submit 5 passport size photographs in color with white background.  
 
Prompt receipt of the above testimonials along with the personal data form and the other enclosures duly 
filled in would help us to complete the joining formalities seamlessly. Your co-operation is solicited in 
complying with the above.  
 
4. As part of background verification you are required to produce  
a) Identity proof (Passport, Driver’s license, PAN card, Ration card, Voter ID card.  
b) Address proof in respect of residence where a person has stayed for the longest duration in last 7 years. 
(Any utility bill electricity, telephone, credit card) 
 

 

 



 

 

 
Nggawe Nirman Technologies Private Limited 

Registered Office: Global Technology Park, Tower C, Marathahalli, 
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Ref # NNT/HR/2021/1185 
Date: 18-Oct-2021 
 

 
Sabari S 
 
 
Dear Sabari S, 
 
Offer of Employment 
 
We are pleased to offer you (herein after also referred to as Employee) full-time employment in the 
position of Software Engineer – IC1 with Nggawe Nirman Technologies Pvt. Ltd, effective 25-Oct-2021, 
herein after referred to also as Company. 
  
1. Remuneration 
a) The break-up of your annual gross salary and benefits details along with some conditions applicable are 
set out in Appendix. 
b) Salary will be paid into your salary account by the 5th day of each month. 
 
2. Salary Revision 
Your remuneration will be subject to annual review, or at such times as may be appropriate. Review dates 
are set by Corporate Headquarters. The result of any remuneration review will take your performance into 
account. 
 
3. Place of work 
Your normal place of work will be at the Company’s facility at Miller’s Road in Bangalore. The company 
reserves the right to change your place of work within India. Your services shall be transferrable to any of 
the branches of the Company, or associated companies or any other companies of Nggawe Nirman 
Technologies Pvt. Ltd. group. You may be required to travel within and outside India 
 
4. Working Hours 
a) The normal working hours are 9:30 AM to 6:00 PM with 30 minutes lunch break Monday thru Friday. 
However due to business exigencies employees may be required to work at different timings and on 
weekends/ holidays which may be prescribed by the manager from time to time. 
b) For the businesses that operate on a 24x7 basis, employees may be required to work at different times 
including night. In all such cases, the actual working hours shall be as prescribed by manager. 
 
5. Probation Period 
The first six (6) months of your employment shall be considered a probationary period. This period can be 
extended for a further period of one (1) month at the election of the Company, and you would not be 
deemed to be confirmed unless a confirmation letter is given to you in writing. During the probation, or its 
extension, either party may terminate this relationship with one (1) month notice. 
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6. Termination 
a) Termination of employment by either party shall be two (2) months’ notice in writing or payment in lieu 
of notice. Such notice may not be offset by unused leave. 
 
b) If your actions at any time constitute a serious breach of Company’s standards of behavior/ code of 
conduct Company may end this contract and terminate your employment immediately, without any 
compensation. 
 
c) This appointment letter is issued on the understanding that all the information given by you in the 
application/ employee data form / during the interview or data provided prior to and/ or at the time of 
joining is true. If it is found at any time that the information given by you is not correct or true or you have 
knowingly suppressed any information, the Company will have the right to terminate your appointment 
with us anytime without any compensation. 
 
d) Notwithstanding anything to the contrary contained herein, the Company may terminate your services 
at any time, with immediate effect by a notice in writing (without notice or Base Salary in lieu thereof as 
contemplated in clause 6.a above), for Cause. For purposes of this Agreement, “Cause” is defined as 
misconduct, including but not limited to the following conduct by you: (1) fraudulent, dishonest or 
undisciplined conduct, or breach of integrity; (2) misappropriation or misuse of Company property; (3) 
insubordination or failure to comply with the directions given by persons so authorized; (4) conviction for 
any offence involving moral turpitude; (5) breach of any terms of this Agreement or of any Company policy 
or other documents or directions of the Company or its authorized representative; (6) irregularity in 
attendance; (7) persistent unsatisfactory work performance, or neglect of duties; or (8) other conduct by 
you which is regarded by the Company as prejudicial to its own interests. 
 
e) If you remain absent unauthorized for a period of three (3) or more consecutive working days or remains 
absent unauthorized for a period of three (3) working days beyond the period of leave originally granted 
or subsequently extended, the Company may at any time thereafter, give a notice to you at your last known 
address calling upon you to report back for work and seek an explanation in writing, for such absence within 
5 (five) calendar days of the date of notice, and unless you report to duty within such time and give 
satisfactory explanation for your absence, you will be deemed to have voluntarily resigned / abandoned 
your employment. However, if you report for work and submit a satisfactory reply within the time 
stipulated, you may be permitted to resume duty without prejudice to the right of the Company to take 
suitable action.  
 
f) The Company reserves the right to require you not to attend to work and/or not to undertake all or any 
of your duties of employment during any period of notice (whether given by the you or the Company), 
provided that the Company shall, in the circumstances contemplated in Clause 6.a herein, continue to pay 
you your Base Salary and applicable benefits for the duration of the notice subject to the terms of the 
governing benefits plans. You agree that your obligations of confidentiality, good faith, loyalty and fidelity 
shall continue to remain in force notwithstanding any such period of granted leave or notice period. 
 
g) The notice or Base Salary in lieu thereof, if any, made pursuant to the clauses of this Section 6 will be full 
and adequate compensation to you with respect to the termination of the your employment and this 
agreement notwithstanding any factor in the relationship between the Company and you, including 
without limitation the your length of service, age, position, prospects of re-employment, loss of benefits, 
or the timing or manner of termination, and you waive any right that you may now or hereafter have to 
claim further compensation of any kind from the Company in an action for wrongful dismissal or otherwise. 
 
7. Verification  
a) This appointment is based on the details provided by you in the company application form/ employment 
data form/ during the interview/ data provided prior to or at the time of joining.  
 
b) The offer is made based on the Indian laws and subject to no adverse information being obtained during 
reference checking with previous employers, validation of educational qualifications or background checks, 
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and approval of your employment/ immigration pass application (wherever applicable). For audit purposes, 
you are also expected to provide an original copy of your last pay slip to the Human Resources Department. 
 
8. Proprietary Information Agreement  
You will be employed by Company in a capacity in which you will or may receive confidential information, 
which is of value to Company or its clients/customers. You therefore agree to abide by the following terms 
and conditions: 
 
a) Your employment creates a relationship of confidence and trust between you and Company with respect 
to certain information of a confidential, proprietary or trade secret nature. For the purposes of this 
Agreement, all such confidential, proprietary or trade secret information will be referred to as "Proprietary 
Information". 
 
b) Proprietary Information includes without limitation: 
All software developed or licensed by or for Company or its Clients or licensed to Company by a third party, 
and any documentation or listing pertaining to such software; the term "software" as used in this paragraph 
refers to software in various stages of development or any product thereof and includes without limitation 
the literal elements of a program (source code, object code or otherwise), its audio-visual components 
(menus, screens, structure or organization), any human or machine readable form of the program, and any 
writing or medium in which the program or the information therein is stored, written or described, 
including without limitation, diagrams, flowcharts, designs, drawings, specification, models, data, bug 
reports and customer information. 
 
Marketing and sales plans, product development plans, competitive analyses, benchmark test results, 
business and financial plans or forecasts, non-public financial information, agreements, and customer and 
employee lists of Company. 
 
Any information or material not described above which relates to Company’s inventions, technological 
developments, "know-how", purchasing, accounting, merchandising, or licensing. 
Any information of the type described above which Company has a legal obligation to treat as confidential, 
or which Company treats as proprietary or designates as confidential, whether or not owned or developed 
by Company. 
 
Proprietary Information shall not include information known publicly or generally employed in the trade, 
nor shall it include generic knowledge that you would have learned in the course of similar employment 
elsewhere. 
 
c) At all times, both during and after your employment with Company, you will hold Proprietary Information 
in confidence. You will not use, transfer, publish, disclose, or report Proprietary Information directly or 
indirectly, except such disclosure to other Company employees or authorized third parties as may be 
necessary in the ordinary course of performing your duties for Company or otherwise as directed by 
Company. 
 
d) You agree that you have not brought any proprietary information of a former employer to Company and 
that you will not use any proprietary information of a former employer in the performance of your work 
with Company unless you have written authorization from your former employer. 
 
e) You will promptly disclose to Company all ideas, processes, inventions, modification, and improvements 
(collectively referred to as "Inventions") relating to any work or business carried on by Company, conceived 
by you alone or with others during the term of your employment, whether or not conceived during regular 
business hours. 
 
f) All such Inventions shall be the sole and exclusive property of Company. You also agree to execute 
without receiving additional compensation: (a) any formal documents necessary to assign any Inventions 
to Company; and (b) all documents required to obtain a patent, register a copyright, or enforce Company's 
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rights in such Inventions. These obligations shall continue beyond the termination of employment with 
respect to Inventions you conceive or make during the period of your employment. 
 
g) You will not recruit or hire any Company employee for six months after termination of your employment 
with Company without Company's explicit written consent. 
 
h) You are liable to be transferred in such capacity as the Company may, from time to time, determine to 
any other location, department, establishment or part of Group of companies anywhere in the World, 
without any change in terms and conditions of employment at the sole discretion of the management. In 
such a case, you will be governed by the rules and service conditions applicable to new assignments and 
locations. Please note, your new employment will be subject to the terms of this Agreement until you sign 
another one with the new employing company. You may also be sent on training, deputation assignments 
to sister or associate companies or to third parties whether in India or abroad and you are expected to 
honor the decision of the Company.  
 
You will be governed by the rules and regulations in these regards as may be applicable to you from time 
to time. You will have to execute Service / Confidentiality and Non-Disclosure Agreement, as may be 
required to protect the interest of the client(s) of our Company. 
 
i) You shall upon termination of your employment with Company and upon Company's request reaffirm 
your recognition of the importance of maintaining the confidentiality of Company's Proprietary 
Information and reaffirm all of the obligations set forth in this Agreement. 
 
j) You shall upon termination of your employment with Company return (and not retain) all property 
belonging to Company or relating to its business, including without limitation all Proprietary Information, 
documents, software, discs, diskettes, tapes, and any other form of media, all correspondence, 
specifications, formulae, books, cost data, market data, literature, drawings, client contacts, billing details, 
payment outstanding, effects or records etc. copies of any of the above, microcomputer systems, computer 
terminals, modems, other hardware, telephones, credit cards, and/or company automobile. You will, if so 
required by the Company, confirm in writing that you have complied with this obligation. 
 
k) Company’s proprietary rights and confidential information are amongst the Company’s most important 
assets, and as a condition of your employment you are required to sign the Company’s Proprietary 
Information Agreement. A breach of security or confidentiality is regarded very seriously and could lead to 
termination of employment. 
 
l) You further agree that, notwithstanding the provisions of Section 19(4) of the Indian Copyright Act, 1957, 
the assignment in terms of this clause shall not lapse nor the rights transferred therein revert to you, even 
if the Company does not exercise the rights under the assignment within a period of 1 (one) year from the 
date of such assignment. You hereby agree that you will waive any right to and will not raise any objection 
or claims before the Copyright Board or any other appropriate authority with respect to the assignment, 
pursuant to Section 19A of the Indian Copyright Act, 1957 or the Canadian Copyright Act. 
 
m) Conflict of Interest: 
It is intended to avoid any conflict between your interests as an employee and the interest of the company 
in dealing with Suppliers, Customers and all other Organizations or Individuals doing or seeking to do 
business with the Company. Further, if any ‘Conflict of Interest’ does arise in future, you will promptly 
report the same to the Executive management immediately.   
 
Noted below are few examples of Conflict of Interest:  

• You or any dependent member of your family not to have an interest in any organization, which has 
business dealings with our Company, where there is an opportunity for preferential treatment to be 
given or received, except where such an interest comprises of securities in widely held operations which 
are quoted and sold on Open market or the interest is not material. 

• You or any dependent member of your family not to buy / sell or lease any kind of property, facilities or 
equipment from or to the Company or any affiliate or to any other Company, Firm, or Individual that is 
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or is seeking to become a Contractor, Supplier or Customer, except with the knowledge and Consent of 
the Management. 

• You are not to serve as an Officer, Director or in any other Management Capacity or as a Consultant to 
another Company or Organization doing or seeking to do Business with the Company or an affiliate 
except with the Knowledge and Consent of Management of our Company. 

• You are not to use or release to a third party any data on Decisions, Plans, Competitive Bids or any other 
information concerning the Company, which might be prejudicial to the interest of our Company. 

• You or any other dependent member of your family not to accept Commission, a Share in Profits or 
other Payments, Loans (other than with established Banks or Financial Institutions), Services, Excessive 
entertainment and Travel or Gifts or more than nominal value from any individual or Organization doing 
or seeking to do business with the Company. 

 
9. Code of Conduct 
a) You shall in the course of your employment be required to adhere to and follow all applicable laws, and 
the Company’s policies and instructions as applicable from time to time. Each of such policies will be 
deemed to be a part of this Agreement and constitute the understanding between the Company and the 
Employee governing the terms of the employment.  
 
b) You shall be aware and acknowledge that the Company is committed to the promotion of an 
environment that values the diversity of the workforce and is free from discrimination on the basis of race, 
color, sex, sexual orientation, age, physical or mental disability, marital status, family responsibilities, 
pregnancy, religion, political opinion, national extraction or social origin. You shall be required to observe 
this policy at all times during the course of employment with the Company. 
 
c) You shall display the highest standards of propriety and integrity in all your dealings with the Company, 
its clients, customers, consultants, employees and service providers. 
 
10. Offer Acceptance and Validity 
Please read this offer of employment carefully before you agree to its terms by signing it. The offer sets 
forth certain important benefits, terms and conditions related to your employment with Company. Please 
confirm your acceptance to this offer by signing the copy of this offer letter and returning to us by 20-Oct-
2021. 
 
Yours sincerely, 

 
 
 
(Santoshkumar Hanaji) 
COO – Nggawe Nirman Technologies Private Limited 
 

DECLARATION 
I, Sabari S agree with all the above terms and conditions of employment with Nggawe Nirman Technologies 
Pvt. Ltd. I also confirm that I have read, understood and agree to comply with the Proprietary Information 
Agreement. I shall commence employment with effect from 25-Oct-21. 
 
 
Date:  _________________      Signature: _______________ 
 
 
Place: _________________         
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APPENDIX 
 

Compensation and Benefits 
 
1. All entitlements given below are applicable after you have joined Company. The entitlements are subject 
to company policies / procedures / guidelines that may be issued / modified from time to time. All 
perquisites and benefits including reimbursements are subject to Income Tax provisions, which may be 
applicable, including taxation on perquisite value. You shall not discuss your compensation stated 
hereinabove with the other employees as the same is a personal matter between you and the Company. 
 
2. These entitlements shall cease upon the termination of your employment with Company. These 
entitlements may also cease if you need to take long-termed personal leave of absence. You will need to 
check with your local HR team for details. 
 
Compensation Structure:  
 

Salary Components* Per Annum (INR) 

Basic   160,000 

HRA  64,000 

Leave Travel Allowance 13,333 

Special Allowance 133,371 

Gross Salary  370,704 

Employer Contribution   

Employer's PF Contribution  21,600 

Gratuity Contribution 7,696 

Total Salary  400,000 

 
- On successfully completing continuous twelve months with us, you would qualify for a One-time 
Retention Pay of INR 100,000 (One lakh only). This amount would be processed along with the paycheck 
of your anniversary month with the Company.  
The Retention Pay amount shall not be payable by the company in case the employee resigns from the 
services of the company or is terminated for cause before completing continuous twelve months with the 
company.  
* All statutory deduction applicable as per law. 
 
3. The Company, at any time, reserves the right to review and restructure its Compensation Package. 
 
4. House Rent Allowance 
This is a part of your annual gross salary and paid as an allowance. 
 
5. Provident Fund/ Employee Pension Scheme 
You will be required to subscribe to the Provident Fund scheme as may be applicable to you. The company 
will contribute 12% of your Basic salary (or INR 21,600 pa whichever is higher) toward this fund/ scheme. 
 
6. Gratuity 
Gratuity will be payable in line with the statutory provisions, upon separation from the company, subject 
to completion of minimum of five years of employment with Company. 
 
7. Meal Vouchers / Food Coupon 
For Tax saving purposes you can opt for the Food Card/Meal Vouchers up to an amount of Rs. 26,400 per 
year. If opted for, this amount would be deducted from your Special Allowance and provided tax free as 
Food Card/Meal Vouchers.  
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The meal vouchers can also be used at any of the Vendor’s affiliates for food and food related items only. 
Any unutilized meal vouchers can be carried forward to the subsequent months, subject to any applicable 
validity period. 
 
8. Insurance Coverage 
All employees, their spouse, dependent parents and up to two dependent children will be enrolled under 
the company group medical insurance scheme. 
 
Employees are also covered under a Group Accidental Insurance and a Group Term Life Insurance details 
of which shall be shared by the Human Resources.  
 
Insurance cover will begin after the insurance company accepts and processes all information provided by 
the employee after joining. To facilitate early enrolments employees are required to provide immediately 
on joining all information necessary for the group insurance policy. Claims will have to be submitted by the 
employee directly to the insurance company and will be subject to the policies of the insurance company. 
 
9. Holidays 
Company will provide 10 paid public holidays 
 
10. Vacation / Paid Time Off 
Company will provide 18 days of vacation pay. Maximum accrued vacation time cannot exceed 20 days. 
Once an employee exceeds this limit, accrual shall cease. Unused leaves lapse. This entitlement shall be 
calculated on a pro rata basis. 
 
11. Sick Leave 
Company will provide 12 days of sick leave. This entitlement shall be calculated on a pro rata basis. 
 
12. Miscellaneous expenses 
The Company shall also reimburse the Employee for any reasonable, documented out-of-pocket business 
expenses (i.e. business travel, entertainment expenses, telephone expenses used for official purposes and 
transportation expenses from home to office and back in case employee is required to attend late night 
calls at the office) incurred by the Employee for the purpose of and in connection with the performance of 
the duties and responsibilities pursuant to this Agreement. The Employee shall, however, only be entitled 
to such reimbursement upon his presentation to the Company of receipts or other statements itemizing 
and documenting such expenses in reasonable detail and to the satisfaction of the Company and being 
consistent with the Company’s policies. 
 
13. Maternity 
100% daily wages averaged over 6 months of maternity leave, paid for 26 weeks. An extension of up to 1 
month is allowed for medically certified reasons. 
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Joining Formalities:  
 
At the time of your joining, you would be required to bring the originals and submit a copy each of the 
following testimonials (Soft copy preferred).  
 
1. Educational Qualification 
 
a) SSC / Class X & HSC 
b) Graduation degree certificate and marks cards of all years / semesters  
c) Post Graduation degree certificate and marks cards of all years / semesters  
 
2. Work Experience  
 
a) Experience & relieving certificates of all your previous employers.  
b) Latest pay slip, appointment letter of your current employer and Form. 16.  
 
3. In addition, you would be required to submit a softcopy of your passport size photographs in color with 
white background.  
 
Prompt receipt of the above testimonials along with the personal data form and the other enclosures duly 
filled in would help us to complete the joining formalities seamlessly. Your co-operation is solicited in 
complying with the above.  
 
4. As part of background verification you are required to produce  
a) Identity proof (Passport, Driver’s license, PAN card, Ration card, Voter ID card.  
b) Address proof in respect of residence where a person has stayed for the longest duration in last 7 years. 
(Any utility bill electricity, telephone, credit card) 
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Date:  13
th

 October 2021 
 
Dharshana.M, 
31/B, Sivan Kovil Street, 
Virudhunagar. 

 

Dear Dharshana,,  Congratulations!  

 

Subject : Provisional Offer Letter 

 

With reference to your application and subsequent interview with us for a career in our organization, we are 

pleased to inform you that you have been selected for employment in our organization as Software Engineer - 

Trainee. Your annual cost to the company will be INR 2,50,000/- (Rupees Two Lakhs Fifty Thousand  Only). CTC 

includes statutory deductions, TDS & Professional tax. 

 

Your appointment will be effective on your joining date i.e  8
th

 November 2021. Please contact us immediately if 

you require an alternative joining date. If you do not confirm your acceptance or we are unable to set an 

alternative date, this offer will be withdrawn.  

 

Your employment contract will be governed by the following terms and conditions: 

 

1. The Employee's employment shall continue for a period of 2 years, beginning on the effective date of this 
agreement and ending on 7

th
 November 2023. In the event of employee wishing to cease the agreement 

the employee will be liable to pay a sum of Rs.1,50,000/- (Rupees one lakh Fifty Thousand only) towards 
the training cost. 

 
2. Employee will be on probation during the first 6 months. The employee will be given comprehensive 

training in technology which will be utilized in the product implementation. An assessment at the end of 

3
rd

 month or thereafter will be conducted to calibrate the knowledge and the proficiency level of the 

employee on those technologies. Based on the evaluation they will be confirmed as a permanent 

employee. Associates failing to make the grade will be separated. 

 

In the coming year, keep aspiring for change and be known for your thoughts and your work; be the catalyst that 

this fast changing world needs; keep sharpening your skills and investing in yourself; and last but not the least – 

keep your work and  life in perfect balance, because that is the prerequisite for success. 

 

We take this opportunity to thank & appreciate your decision to join Simplesolve Technologies. You are requested 

to join us on or before 8
th

 November 2021. 

 

You are requested to report on the joining date at 10:30 a.m.  Please note that it is important to be on time to 

complete the joining formalities. If you arrive late, you will not be allowed to join and must reschedule your joining 

date. You would be required to furnish photocopies of the original documents and other listed information in 

Annexure B. Please note that the submission of all the documents is mandatory to facilitate joining, background 

verification / validation and appointment process at Simplesolve Technologies. . 
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As confirmation of your acceptance, please sign the duplicate copy of this Offer Letter and Annexure and submit 

the same within 7 days to at the address given below. The offer stands withdrawn if the confirmation is not 

received within the said date. 

 

 

HR Manager 

SimpleSolve Technologies Pvt Ltd 

Plot No. 3, ATC Road, 86E, 2nd Main Rd, 

Ambattur Industrial Estate, Chennai, 

Tamil Nadu 600058, India 

 

 
 
 
 
 
 

Looking ahead, we see exciting times – we look up to you to provide impetus in accomplishing our mutual 

endeavor of being the best in the business of IT Services. Welcome to our Organization! We look forward to a 

mutually fruitful association. 

 

 

 
For Simplesolve Technologies Private Limited, 

 

 
Rajesh.D 
Chief Operating Officer  
 

 
 

I accept the offer and related terms and conditions. I will join by    
 
 
 
 
Signature:  
 
Date:  
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ANNEXURE A 
 
 

At the time of joining, you are requested to bring the following documents in original, along with a copy of each. 

Please forward the softcopies of the document. 

Address:  

 1.    Certificates supporting your educational qualifications along with mark sheets. 

a)    Xth Certificate & mark sheets. 

b)    XIIth Certificate & mark sheets. 

c)    Degree Certificate & Semester/year-wise Mark sheets. 

d)    Master's Certificate & Semester/year-wise Mark sheets. 

e)    Diploma/PG Diploma Certificate & Transcripts. 

2.    Any other Certificates with supporting documents - if any  

3.     2 Passport size photos 

7.    Pan Card copy 

8.    Aadhaar Card copy 

9.    Ration Card Copy 

10.  Driving License Copy 

11.  Passport copy  

12.  Bank account details with branch name and IFSC code. 

13. Vaccination Certificate. 

 

 

Please note that any deviation/discrepancy found in the veracity of the above mentioned documents will deem the 

employment null and void. 
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PAR/HRE/TEM/APL/02/5038 
06-Dec-2021 
           
Ms..Jasmine Bala B 

No: 19/6, PKS Street, 
Virudhunagar, 
Sivakasi-626123. 
Tamil Nadu. 
                                                                                                                              
Dear Jasmine Bala B, 
  

Sub: Appointment Letter 
With reference to your application and the subsequent interview you had with us, we are very pleased to 
appoint you as an employee of Paragon Digital Services Pvt Ltd  (or such other successor name that the 
company is known by) (the "Company") in the position of Process Executive - Creative Auditing at 
Grade 1a , in accordance with the following terms and conditions. You will be reporting to such officers 
or executives of the Company as specified by the Company Management ("Management"), from time to 
time. The terms of our appointment and the benefits currently provided by the Company, in addition to 
those provided in the Paragon Digital Services Pvt Ltd Company Policies, which may be amended from 
time to time at the sole discretion of the Management ("Company Policies"), a copy of which is available 
for your perusal at our premises, are outlined hereunder. 
 
At the time of reporting to duty you shall provide the Company, all the copy of the documents listed in the 
offer letter dated 02-12-2021  
 
 
1. Our Value, System and Culture:  
As communicated to you during our discussions, we value competence, performance, discipline, and 
integrity above everything else and that constitutes the foundation of this contract. We believe strongly 
in delivering highest quality to our customers, dealing fairly with mutual respect and on strict merit with 
our employees. We work in an atmosphere of trust & transparency and go beyond our area of 
responsibility. You are accountable first to yourself and then to your superiors.  
 
2. Duties 
You shall serve the Company in the capacity of an Process Executive - Creative Auditing at Grade 1a 
and shall carry out such duties as the Management may from time to time direct. 
 
You will devote your full time, skill and attention to the work and business of the Company, and shall 
work faithfully, sincerely, diligently, efficiently and to the best of your ability to promote, continue and 
develop the interests of the Company. 



                                                                                 
   

Confidential      Page  2       Version 1.4 

 
You will accept, support and work within the [management, financial, personnel, internal control and 
reporting systems, policies, practices and procedures] as determined by the Management, from time to 
time.  
 
The Company shall be at liberty to appoint any other person on a similar job title of the Company, jointly 
with you, and to assign to him duties and responsibilities identical or similar to those placed upon you 
under this offer. 
 
3. Commencement 
Your employment with Paragon Digital Services Pvt Ltd will commence on 06-Dec-2021, and is subject 
to termination by either party as provided below. 
 
4. Probationary Period 
This appointment is subject to a Sixteen (16) months probationary period. During your probationary 
period, you have the opportunity to assess the nature of the work in this position and the Company would 
have the opportunity to assess your suitability for the position.   
 
Subject to satisfactory performance as per the Company’s assessment system, your appointment will be 
confirmed in writing.  
 
During the probation period, the Company can terminate the appointment by giving the employee a 
notice of Thirty (30) days. In case of an employee-initiated termination of contract, the employee should 
submit the written notice of resignation to the Manager/HR at least Thirty  (30) days in advance. 
 
After Confirmation of an employee either party (i.e. the Company or the employee) may terminate the 
appointment giving Thirty  (30) days’ notice or salary in lieu of. 
 
5. Hours of Work 
You may be required to work staggered timings/shifts, the timings for which may be altered from time 
to time. Any such work outside the working hours would not entitle the employee to any additional 
remuneration by way of overtime allowance, however over time will be recognized and rewarded 
periodically based on the performance as per the Company’s assessment system. You will not, during 
your period of employment with the Company, directly or indirectly, own, manage, operate, consult or be 
employee in any other business, whether on a part-time or full-time basis, without the express written 
consent of the Management of the Company.  
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6. Remuneration 
Your total remuneration package per annum will consist of a gross amount on cost to the Company basis 
of RS 251604/- per annum (In words Two Lakhs Fifty One Thousand Six Hundred Four Only ). The 
food and shift allowances shall be earned based on the attendance and shift allocated 
 
You will also be eligible to participate in regular, bonus and other employee benefit plans established by 
the Company for its employees from time to time. The break-up of your package, including employee 
benefits, as approved by the Human Resources Department is provided in the Annexure to this 
Agreement. 
 
7. Tax Deducted at Source (TDS) 
All statutory requirements of tax to be deducted at source by the Company under the provisions of 
Income Tax Act of Government of India from time to time and all funds paid to you will be after all such 
appropriate deductions have been made there from. 
 
8. Provident Fund  
The provident fund will be deducted as the rules and regulations framed by time to time under the 
provisions of The Employee’s Provident Fund & Miscellaneous Act, 1952. The company will contribute 
an equivalent amount every month as the rules and regulations framed by time to time under the 
provisions of The Employee’s Provident Fund & Miscellaneous Act, 1952.  
 
9. Method of Payment 
In accordance with the usual practice of the Company, your salary will be directly credited to your bank 
account. Salaries and wages will be paid monthly on or before the 7th of each month in arrears. The 
Company reserves its right to vary this procedure at its option. However, such variance will be 
communicated to you in due course. 
 
10. Review of Salary 
Your increments/promotion and demotions will depend at the sole discretion of the management 
depending upon your efficiency, intelligence, regular attendance, sense of discipline, loyalty and good 
behavior and also subject to the prosperity of the Company. 
 
11. Annual Leave 
You will be entitled to leaves as stipulated in the Company HR Policies. 
 
12. Unauthorized Leave 
That should you remain absent from your work, without any information or prior written sanction of 
leave, and/or without any satisfactory explanation for more than 03 consecutive days, including absence 
when leave though applied for but not granted, or overstaying your sanctioned leave for more than 3 
consecutive days without written sanction of extension of leave by the Management; it will be presumed 
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that you are no longer working for the Company and  that you have abandoned service of your service of 
your own accord, thereby terminating yourself  from your employment. In such a case, you will not be 
liable to receive any statutory compensation 
 
13. Transfer  
Based on business contingencies you may be assigned to an overseas office associated with the Company 
either temporarily or for a longer term. You are also liable for transfer to any Company office in India or 
elsewhere in the world, at the sole discretion of the Management. 
 
14. Confidentiality 
As an employee of the Company, you will have access to and be entrusted with certain Confidential 
Information of the Company its customers, business associates and others, including in respect of their 
business, dealings, transactions and affairs, all which information is or may be confidential.  
 
It is a condition of your employment that you will not, except as authorized by the Company, or as 
required by your duties, use for your own benefit or gain or divulge to any persons, firm, company or 
other organization whatsoever any Confidential Information belonging to the Company its customers, 
business associates and others, or relating to their affairs or dealings which may come to your knowledge 
during your employment.   
 
This restriction shall cease to apply to any information or knowledge, which may subsequently come into 
the public domain other than by way of unauthorized disclosure. 
 
All confidential records, documents and other paper together with any copies or extracts thereof made 
or required by you in the course of your employment shall be the property of the Company and must be 
returned on the termination of your employment. 
 
“Confidential information” shall include all trade secrets, all information which has been specifically 
designated as confidential by the Company, any information which relates to the commercial and 
financial activities of the Company or any such confidential information concerning any other company 
any of its or their suppliers, agents, distributors or customers, the unauthorized disclosure of which may 
embarrass, harm or prejudice the Company. It does not extend to information already in the public 
domain unless such information has arrived there through unauthorized means. All notes and 
memoranda of any Confidential Information which shall be acquired, received or made by you during the 
course of your employment shall be the property of the Company and shall be surrendered by you to 
someone duly authorized in that behalf at the termination of your employment or at the request of the 
Management at any time during the course of your employment. 
 
To protect the interests of the Company, in furtherance of the provisions herein with regard to 
"Discoveries and Inventions" and "Confidentiality", you will need to sign the Company's standard "Code 
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of Practice" as a condition of your employment, a copy of which is attached hereto as Schedule A. We 
wish to impress upon you that we do not want you to bring with you any confidential or proprietary 
material of any former employer or to violate any other obligations you may have to any former employer. 
 
15. Mandatory Period of Work 
You will, from time to time, participate in various training or educational or knowledge transfer activities 
as a result of which the Company will incur significant costs and expenses, which may include costs and 
expenses for travel, boarding, lodging, food and taxes. In consideration for the Expenses borne on your 
behalf by the Company, you will be bound to work for the Company for a minimum period of one year 
unless the Company otherwise terminates your services before such term. In the event the amount 
payable to you by the Company is less than the amount reimbursable by you, the Company shall have the 
right to recover the outstanding amounts directly from you. 
 
16. Veracity of Information 
That it is understood by you that this employment is being offered to you on the basis of the 
particulars/credentials furnished by you in/with your application for employment. If, at any time, should 
it emerge that the particulars/credentials as furnished by you are false/incorrect, or if any material 
information has been suppressed, this appointment   shall automatically be rendered void and shall be 
liable to termination forthwith without any notice or compensation. 
 
Further, the remuneration in any kind paid to you during your employment with Paragon Digital Services Pvt 
Ltd will be recovered from you by means of appropriate organisational or legal actions. 
 
17. Termination 
Your employment may be terminated at any time by yourself, or by the Company, with or without cause, 
upon providing sixty (60) day’s written notice to the other party or salary in lieu of. In the case of the 
Company, termination may be effected by payment of salary equal to your notice period not worked as 
payment in lieu of notice. 
 
The Company may dismiss you from employment without notice or any payment [or salary equal to 
notice period / in lieu of notice], if you: 
 

i. Any incorrect information furnished by you or on suppression of any material information; 
 

ii. Any act, which in the opinion of the management is an act of dishonesty, disobedience, 
insubordination, incivility, intemperance, irregularity in attendance or other misconduct or 
neglect of duty or riotous behavior of the pressor incompetence in the discharge of duty on your  
 
part or the breach on your part of any of the terms, conditions or stipulations contained in this 
agreement or a violation on your part of any of the company’s rules; 
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iii. Withhold any information from the Company that ought to have been brought to the notice of the 
Company; 
 

iv. Commit a serious or persistent breach or non-observance of any condition of your employment; 
are convicted of an indictable offence; 
 

v. Knowingly or repeatedly act (i) in excess of your powers; or (ii) in contravention of the 
instructions of the Management;  
 

vi. Knowingly or repeatedly fail to perform your duties as set out herein; act with gross or repeated 
incompetence or negligence to the material detriment of the Company, the Company or their 
affairs; or 
 

vii. Grossly or repeatedly contravene the provisions of the Non-Competition Clause or the 
Confidentiality Clause hereof. 
 

viii. Non-competition 
You further covenant with the Company that you will not, for the period of Twenty-four (24) 
months after ceasing to be employed under this agreement either alone or jointly with or as 
manager, agent, consultant or employee of any person, firm or company directly or indirectly 
carry on or be engaged in any activity or business which shall be in competition with the business 
of the Company.  
 

ix. Post separation of your services with the Company, you shall not use any confidential information 
defined in the Confidentiality Clause hereof for 24 months from the date of relieving; Such 
usage/utilization shall attract a legal action by the company. 
 

x. As per the policy of Paragon Digital Services Pvt Ltd, the BGV (Background Verification) process 
should be completed within 30 days from the date of your joining. It is your sole responsibility to 
coordinate with your previous employer (if there is any delay) and complete the BGV process 
within the aforesaid timeline. Failure of completing the BGV process on time will result in 
termination of your employment. 
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18. Confidentiality of Terms of this Agreement 
This offer of employment is made to you in confidence, and its terms must not be disclosed by you to 
anyone outside your immediate family. 
 
19. Conflict of Interest 
Attached hereto as Schedule B is our standard Conflict of Interest Policy and you are expected to comply 
with the same at all times during your employment with the Company. 
 
20. Information Security and Usage Policy 
Attached hereto as Schedule C is our standard Information security and usage policy and you are 
expected to comply with the same at all times during your employment with the Company. 
 
21. Miscellaneous 

i. You shall not without prior permission of the Company in writing, which will not be unreasonably 
withheld, publish any book or brochure or article or twitting on social network concerning any 
matter, which related to any activity of the Company. 
 

ii. You shall be responsible for the safe keeping and returning in good order of all the properties 
which may be in your possession, custody, care or charge. The management shall have the right 
to deduct the money value of such thing from your salary/dues and take such other action as it 
deems fit in the event of your failure to account for such properties whether during the course of 
service or otherwise. 
 

iii. This agreement is governed by and shall be construed in accordance with the laws of India and 
the parties to this agreement submit to the exclusive jurisdiction of the courts of Chennai, India. 
 

iv. This agreement contains the entire understanding between you and the Company and supersedes 
all previous agreements and arrangements (if any) relating to your employment by the Company 
(which shall be deemed to have been terminated by mutual consent). There are no collective 
agreements, which directly affect the terms and conditions of your employment with the 
Company. 

 
v. On termination of this agreement the Company may deduct any sums then owing from it to you 

by way of salary or otherwise any sums owing from you to it.  
 

vi. Company may modify, amend or alter the terms and conditions of employment mentioned herein, 
at any point of time in accordance with Company policy subsisting from time to time 
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Company is excited about the prospective future growth of its business and the opportunities that it 
creates for both its employees and the Company. 
 
The Company reserves the right to conduct background investigations and/or reference checks on all of 
its potential employees.  This offer, therefore, is contingent upon a clearance of such a background 
investigation and/or reference check, if any.  If you have any information to divulge, including the 
existence of any bonds / agreements signed with your previous employer that may have an adverse 
impact on your accepting this offer of employment, we urge you to bring the same to the notice of the 
Company immediately. Failure to do so would result in instant termination in accordance with the 
provisions of the "Termination" clause herein. 
 
If you are agreeable to the above terms and conditions of appointment, then kindly confirm your 
acceptance of appointment by signing and returning to us the attached copy of this letter. 
 
In your best interests, we strongly urge you to peruse the Company Policies prior to accepting this offer 
of appointment 
 
We look forward to having you with us and offer you an interesting and rewarding career with Paragon 
Digital Services Private Limited. 
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Compensation Structure 

Name Jasmine Bala B 

Designation Process Executive - Creative Auditing 

 Monthly (Rs) Annual (Rs) 

A Salary - Components   

    Basic Salary 9,900/- 118,800/- 
    HRA 3,275/- 39,300/- 

    Special Allowance 
    Statutory Bonus 

    /- 
 825/- 

    /- 
9,900/- 

Sub Total A 14,000/- 168,000/- 

B Retirals & Benefits   

    EPF - Employer's Contribution 1,287/- 15,444/- 
    ESI - Employer's Contribution  455/- 5,460/- 

    Gratuity  483/- 5,800/- 
    Group Health Insurance     /-     /- 

    Group Term Life Insurance   42/-  500/- 

Sub Total B 2,267/- 27,204/- 

Deductions   
EPF - Employee Contribution 1,287/-  

ESI - Employee Contribution  105/-  

Net Take Home without TDS 12,608/-  

C Variable Pay   

Shift Allowance* 4000/- 48000/- 
Food Allowance* 700/- 8400/- 

Based on the Annual Performance Review scores   

Sub Total C 4700/- 56400/- 

Cost to Company (A+B+C) 20,967/- 251,604/- 

 
 
 
 
 
 
 
 

a. Food and shift allowances will be based on your attendance and the allocation of the shift* 
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b. Employee will be eligible for Bonus according the policy of Paragon 
c. Coverage of Insurance will also be applicable according the Employee Benefit policy of 

Paragon 
d. The above compensation is subject to complying with the requirements of company policy 

and law applicable from time to time. 
e. Company reserves the right to modify/amend the structure in part or full without any notice 

or assigning any reasons. 
f. Tax deductions applicable according to the state/central Act 

 
For Paragon Digital Services Pvt Ltd 
 
 
 
Savitha Nair 
Sr Vice President - Human Resources 
 
 
I acknowledge and accept the terms & conditions mentioned in the offer. 
 
 
 

 



Scanned by TapScanner



To,
Shanmuga Perumal,

Congratulations,

I am delighted & excited to welcome you to Impactional Games P(L) as a Backend Engineer.
At Impactional Games, we believe that our team is our biggest strength and we take pride in
hiring ONLY the best and the brightest. We are confident that you would play a significant role
in the overall success of the Company and wish you the most enjoyable, learning, networking-
packed, and truly meaningful job experience with Impactional Games.  

Your appointment will be governed by the terms and conditions presented in the
Employment Agreement.

Annual CTC; 3,00,000/- INR 
Department; Technical 
Unit; Backend Engineer (Games & DSS)
Joining Date; 04-08-2021

Once again Congratulation and All the best for future endeavors 

Best Regards,
Impactional Games 
Founder & Chief Executive Officer 

CONTACTS@IMPACTIONAL.COM+91 9000571280
IM
PA

CT
IO
NA

L.
GA

M
ES

DLF CENTRE LEVEL 3B, SANSAD MARG, JANPATH CONNAUGHT PLACE, NEW DELHI, 110001 INDIA 

R/NO; 08/21/ESTB../008

IMPACTIONAL GAMES PRIVATE LIMITED

APPOINTMENT LETTER

27 JULY 2021

THIS ISSUES WITH THE APPROVAL OF COMPETENT AUTHORITY 

NEW DELHI (HO) | BANGALORE | CHENNAI | MUMBAI | PUNE | HYDERABAD | VARANASI | AHAMDABD

WWW.IMPACTIONAL.COM



Garuda Aerospace (P) Ltd 
ISO9001:2015Certiled&ASD100:2010(RevDyCompllenceCompanylICIN:U74000 TN2016 PTC10247410S TIN: 33AAGCO 1021A1ZG 

OFFERLETTER 

28/09/2021 
Chennai 

Dear Mr Venkateshvaran G, 

Congratulations! Wearethrilledtoinformthatyouhavebeenselectedforthepositionofa 
Drone Co-Pilot.Your salary for a month has been fixed as 15,000 INR as per the company 
standards for thedesignation and skill set. Incentives for excellence in performance will be 
provided and yourgrowthinourcompanyis guaranteed. 
Attached are the specific tems and conditions of our offer- please read it carefully 
asimportantdetails areincluded. 

AcceptanceandCommencement 

Your appointment will be effective on your joining date, i.e. 04/10/2021. Please contact 
usimmediately if you require an alternative joining date. If not accepted within 48hours, we 
willbe unable to set an alternative date and it will be construed that you are not interested in 
thisemploymentand this offerwillbewithdrawn. 

Toconfirmyouracceptanceofthisoffer,youarerequiredto; 
Respond via email tohr@carudaaerospace.comto communicate acceptance of the offer and 
toconfirm your joining date. You will also be issued a letter of appointment at the time of 

yourjoiningaftercompletingjoiningformalitiesaspercompanypolicy. 

Anychangein 
2daysbeforeyouroriginal joining date. The new joining date must be a Monday, Wednesday, 
or Thursday andshouldnolongerbemorethan5 daysfromthejoiningdate specifiedabove. 

joiningdatemust besenttohr@gan1daaerospace.comatleast 

ReporttoGarudaAerospaceOpsCentreatA gniCollegeofTechnology,OldMahabalipuramRoa 
d,Thalambur, Chennai,Tami lNadu600130onthejoining dateat09:30 
a.m. Please note that it is important to be on time to complete the joining formalities. If 
youarrivelate,youwill notbeallowedtojoinandmustrescheduleyourjoining date. 

Onyourjoiningdate,pleasebring 
(1) TheoriginalandIphotocopyofthisletterdulysigned anddatedbyyou
(i) 
(ii) 

3passportsizedcolor photoswithawhitebackground, 
Theoriginalsand 2sets ofphotocopiesofthefollowing documents: 



Lakeba IT Solutions Private Limited, 
 (Formerly known as Broov Information Services Private Limited)  

583/1- 2nd Floor, Kumaran Salai,  
Civil Aerodrome Post, 
Coimbatore – 641 014 

 0422-4206166 
CIN : U72200TZ2009PTC015022 

Regd. Office:-  9,Thirumurugan Nagar, Veeriyampalayam road, Kalapatti Post, Coimbatore - 641048 

 
 

 

Date: 26/07/2021  

To, 
 

Divya M, 

 No.4/119,Rammuni Nagar, T.Kallupatti, 
           Madurai DT- 625 702 

  

 
Sub: Letter of Engagement 

 

Dear Divya M, 
 

 

We are pleased to appoint you in our organization as Software Engineer & you will be based in our 
office. 

 

You will be paid gross emoluments as detailed in Annexure-A. 
 
Your employment with us will be governed by the Terms & Conditions as detailed in Annexure-B. 

 

Please sign and return duplicate copy of this letter in token of your acceptance. 
 

We congratulate you on your appointment and wish you a long and successful career with us. We are 
confident that your contribution will take us further in our journey towards becoming world leaders. 

We assure you of our support for your professional development and growth. 
 

Yours truly, 
 

 

HR Manager 

Authorized Signatory 
 

Encl.: As above 



Lakeba IT Solutions Private Limited, 
 (Formerly known as Broov Information Services Private Limited)  

583/1- 2nd Floor, Kumaran Salai,  
Civil Aerodrome Post, 
Coimbatore – 641 014 

 0422-4206166 
CIN : U72200TZ2009PTC015022 

Regd. Office:-  9,Thirumurugan Nagar, Veeriyampalayam road, Kalapatti Post, Coimbatore - 641048 

 
 

 
Salary structures can be bifurcated as under(Probation period) 

 
Particulars Per Month Per Annum 

A. Salary 
  

Basic 8000 96000 

HRA 3200 38400 

Special Allowance 7840 94080 

PF(Company's Contribution) 960 11520 

Total 20000 240000 

C. Variable Pay - - 

Performance Bonus  - - 

CTC 
 

240000 
 
 
 

Salary Structure after probation period  

 
Particulars Per Month Per Annum 

A. Salary   

Basic 10000 120000 

HRA 4000 48000 

Special Allowance 9800 117600 

PF(Company's Contribution) 1200 14400 

Total 25000 300000 

C. Variable Pay - - 

Performance Bonus  - - 

CTC  300000 
 
 
 
 
 
 

Signature: __________________               Date of Joining: 



Lakeba IT Solutions Private Limited, 
 (Formerly known as Broov Information Services Private Limited)  

583/1- 2nd Floor, Kumaran Salai,  
Civil Aerodrome Post, 
Coimbatore – 641 014 

 0422-4206166 
CIN : U72200TZ2009PTC015022 

Regd. Office:-  9,Thirumurugan Nagar, Veeriyampalayam road, Kalapatti Post, Coimbatore - 641048 

 
 
 
 
 
 

Annexure – B 
 
1.  Position 

1. Your reporting/start date will be on/before: 26th July, 2021 (Monday) at 9.30 to 9.45 A.M 
2. Your employment is Full Time 
3. Office Timings – 9.00 A.M to 6 P.M (General Shift) 

 

2. Nature of Work:  

You will work at high standard of initiative, creativeness, efficiency and economy in the 
organization. The nature of work and responsibilities will be assigned and explained to you by your 

senior from time to time.  
 
3. Probation  

A probation period will apply for the first three months of your employment. During this time we 

will assess your progress and performance in the position.  
 

During the probation period you or the Employer may end your employment by providing notice in 

accordance with the table in clause 7.1 below.  
 
4. Assignment, Transfer and Deputation:  

Though you have been engaged to a specific position, the company reserves the right to send you 
on deputation/transfer/assignment to any of the company’s branch offices in India or abroad, 

whether existing at the time of your appointment or to be set up in the future.  
 
5. Training:  

You will hold yourself in readiness for any training at any place whenever required. Such training 

would be imparted to you at the company’s expense. Kindly note that refusal to participate in a 
training program without any extraneous circumstances would lead to automatic termination of 

your employment.  



Lakeba IT Solutions Private Limited, 
 (Formerly known as Broov Information Services Private Limited)  

583/1- 2nd Floor, Kumaran Salai,  
Civil Aerodrome Post, 
Coimbatore – 641 014 

 0422-4206166 
CIN : U72200TZ2009PTC015022 

Regd. Office:-  9,Thirumurugan Nagar, Veeriyampalayam road, Kalapatti Post, Coimbatore - 641048 

 

 

 

 

6. Secrecy/Confidentiality:  
6.1  By accepting this letter of offer, you acknowledge and agree that you will not, during the 

course of your employment or thereafter, except with the consent of the Employer, as required 
by law or in the performance of your duties, use or disclose confidential information relating to 

the business of the Employer, including but not limited to present or prospective client lists and 
details, trade secrets, any information in respect of which the Employer is bound by an 
obligation of confidentiality to a third party, marketing strategies and plans, any invention, 
technical data, know-how of the Employer and their clients and suppliers, pricing structures, any 
intellectual property arising in the course of an Employee’s duties and any other information 

made available to the Employee which is identified to him as being of a confidential nature. 

6.2 You shall promptly, whenever requested by the Employer, and in any event upon termination of 
your employment, deliver up to the Employer all lists of clients, customers, correspondence and 
all other documents, source code, relevant libraries, records, papers and all other property that 

has come into your possession, custody or control in the course of your employment, and you 
shall not be entitled to retain any copies of them in any form. Title to such material and 
copyright in all such material created solely or in part by you shall vest in the Employer.  

 

7. Termination of Service:  

i. Either party can terminate this employment by serving a notice of three months on the 

other, save and accept that the company may at its option pay salary in lieu of the notice 
period to terminate employment with immediate effect.  

ii. Unauthorized absence or absence without permission from duty for a continuous period of 7 

days would make you lose your lien on employment. In such case your employment shall 
automatically come to an end without any notice of termination or notice pay.  

iii. You will be governed by the laid down code of conduct of the company and if there is any 

breach of the same or non conformance of contractual obligation or with the terms and 
conditions laid down in this agreement, your service can be terminated without any notice; 
notwithstanding any other terms and conditions stipulated herein the company reserves the 

right to invoke other legal remedies as it deems fit to protect its legitimate interest. 
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583/1- 2nd Floor, Kumaran Salai,  
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8. Standing Orders:  

You will abide by the Standing Orders, rules & regulations and service conditions that may be in 
force or application to the organization or are framed from time to time by the company.  

 
9. Appointment in Good Faith:  

It must be specifically understood that this offer is made based on your proficiency on 
technical/professional skills you have declared to possess as per your application for employment 

and your ability to handle any assignment/job independently. In case a t a later date any of your 
statements/particulars furnished are found to be false or misleading or your performance is not up to 
the mark or falls short of the minimum standard set by the company, the company shall have the 

right to terminate your services forthwith without giving any notice notwithstanding any other terms 
and conditions stipulated therein  

 

The above terms and conditions are based on the company’s policy, procedures and other rules 

currently applicable in India and are subject to amendments and adjustments from time to time. In 
all matter including those not specifically covered here such as traveling, retirement, etc. you will 
be governed by the rules of the company as shall be in force from time to time.  

 

 

10. Intellectual Property  

Every trade secret, invention, design, know how, process, method scheme, product or product 

design (each of which is hereinafter called “an invention”) whether patentable or not, and every 
design note, idea, algorithm, source code, graphic, artwork, picture or like material, and any other 
matter which is the subject of copyright or is otherwise capable of protection through intellectual 

property rights, which is made, developed, perfected, devised, conceived or first reduced to practice 
by you either solely or in collaboration with others during your employment with the Employer, 
whether or not during regular working hours, relating in any way to the business, products or 

activities of the Employer or which is capable of use in relation thereto shall be the sole and 
exclusive property of the Employer. 
 

 
 
 

 
 









______________________________________________________
QuEST Global Engineering Services Private Limited

Reg. off. Address: AEQUS Special Economic Zone, No.437/A, Plot No.2 Hattaragi Village, Hukkeri Taluk, Belgaum KA 
591245 IN CIN: U74900KA2014PTC076219

Communication address: QuEST Towers, Plot No. 73 and 74, Technopark campus, Thiruvanthapuram,Kerala- 695581

Ph: +91-80-67090000; Fax: +91-80-67093200; Email: info@quest-global.com

www.quest-global.com

OFFER OF EMPLOYMENT
 

December 28, 2021     
QI-HR763400/2020                                                                                          
Mr.Dharma Raj,
5-24-60/2,V.S.P Nagar,
Ceylon Colony East,
Palayampatti,Aruppukottai-626101

Dear Dharma,

Further to our discussions, the Management is pleased to appoint you as Trainee Engineer of QuEST Global 
Engineering Services Private Limited. (“QuEST”), on the following terms and conditions:

1. Designation  

Trainee Engineer

2. Band

1E

3. Reporting Structure

You will be reporting to the Assistant Manager.

4. Emoluments & Leave

Your annual Total Gross Salary (TGS) would be INR 300000/- (Rupees Three Lakh Only). The details of your 
remuneration are as detailed in Annexure – I. Your annual emolument will be inclusive of Employer’s Contribution 
to Provident Fund. The above emolument may, however, be split up into Basic Salary, and other allowances later, 
without adversely affecting your total consolidated emoluments. QuEST will deduct from your total emoluments 
such amounts as are required to be deducted at source under the Income Tax Act or any other applicable law for the 
time being in force in India

Leave
As per the rules of QuEST in force from time to time.

5. Medical Benefits    

You will be entitled to medical insurance coverage as per the rules of QuEST, in force from time to time.

mailto:info@quest-global.com
http://www.quest-global.com/
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QuEST Global Engineering Services Private Limited

Reg. off. Address: AEQUS Special Economic Zone, No.437/A, Plot No.2 Hattaragi Village, Hukkeri Taluk, Belgaum KA 
591245 IN CIN: U74900KA2014PTC076219

Communication address: QuEST Towers, Plot No. 73 and 74, Technopark campus, Thiruvanthapuram,Kerala- 695581

Ph: +91-80-67090000; Fax: +91-80-67093200; Email: info@quest-global.com

www.quest-global.com

 6. Duties

You shall perform such duties and conform to such directions and instructions as may be assigned to you by QuEST 
or by such officers who are placed in authority over you. The Management will be within its rights to allot you 
additional jobs within your department or in any other department. You will be responsible in developing a team and 
the business too.

7. Transfer

You will initially be posted at Trivandrum. However, you may be transferred at any time from one job to another, 
from one post to another, from one Department/Section to another, from one Establishment to another, owned, 
operated or managed by QuEST, or any of its associated Companies in India or abroad.  On such transfer you will be 
governed by the terms and conditions of service applicable to your category of employees in the Establishment to 
which you are transferred.

8. Exclusiveness

You will be in the exclusive employment of QuEST and will not engage yourself alone or in company with any 
other person in any work or business similar to, or directly in conflict with, the interests of QuEST in any manner.

9. Address for Communication

You have stated your residential address to be:
5-24-60/2,V.S.P Nagar,Ceylon Colony East,Palayampatti,Aruppukottai-626101

In the event of a change in the address or contact details given by you, you shall immediately and in writing, inform 
the Management of the Establishment where you are posted of such change. Any communication or notice required 
to be forwarded to you by QuEST shall, if such communication or notice is forwarded by post to your last residential 
address as per QuEST’s records and notwithstanding the return thereof by the postal authorities for any reason 
whatsoever, be deemed to be complete compliance by QuEST of the requirement, if any, of so forwarding to you the 
said communication or notice.

10. Duty Hours

You would be required to work in shifts as advised by the Management from time to time.

11. Superannuation

Unless terminated earlier for any reason, you will retire from the services of QuEST on attaining 58 years of age and 
for this purpose the official record, of your date of birth, available with QuEST will be treated as conclusive proof of 
your age.

12. Transport Service
You can choose to avail transport facility provided by QuEST based on the availability of seats and the standard 
routes that have been fixed. The transport cost and the routes would be as per QuEST’s policy.
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13. Probation and Confirmation

You will be on probation for a period of Six (6) months from the actual date of your joining QuEST and will 
continue to be so unless and until you are expressly confirmed in the regular service of the Company in writing. The 
Company reserves the right to curtail or extend the probationary period at its sole discretion. Continuance of your 
service on the permanent rolls of QuEST is contingent upon successful completion of your graduation, submission 
of degree certificates on or before the end of 6 months from the date of joining and successful completion of training 
and other formalities as per the company policy. Probation confirmation shall not automatically entitle you to an 
increase in your remuneration.
 
14. Termination of Service

During your probation, your service can be terminated without assigning any reasons whatsoever by serving one (1) 
month notice or one month Basic salary thereof, on either side. After confirmation you will be required to serve 
three (3) months’ prior notice or pay three months Basic Salary in lieu thereof, in case you decide to leave the 
services of the company. In the event of incomplete assignment, QuEST reserves the right to mandate serving of 
complete notice period. Similarly the company can terminate your services by serving three months’ notice or Basic 
salary thereof, without assigning any reason. QuEST reserves the right, however to terminate your employment for 
disciplinary reasons at any time without notice or payment in lieu thereof.

15. Service Conditions 

You will be assigned with training for initial two months on QuEST prescribed curriculum. This offer of 
employment is contingent upon you successfully completing the training curriculum. If you withdraw or fail to 
complete the training curriculum as prescribed, by meeting the minimum criteria set by the company, the offer shall 
be rescinded without any further notice.

At all times, you shall be governed by such service conditions of QuEST Global Engineering Services Private 
Limited, as may be in force from time to time. You will also carry out and abide by QuEST’S code of conduct and 
any instructions, house rules, office orders and policies & processes issued by the Management from time to time 
and the same will be deemed to be a part of your employment service conditions.
Your continuation in service will also be subject to 

 Satisfactory background verification of your credentials, testimonials, etc and the details given by you in 
your application form as per the declaration solemnly affirmed by you therein.

 Successful completion of the qualifying academic program (Diploma,NTTF, BE/BTech, Mtech/ MS as 
applicable) with the required level of  % or GPA as defined in the organization policy

Your services shall be terminated without notice if at any time you have been found to have concealed any material 
information or to have furnished any false details to QuEST.

If you are absent from duties for 10 or more working days continuously without leave/authorization from QuEST 
and/or without sufficient reason, it will be presumed that you have voluntarily given up the employment in QuEST 
and your name stands removed from the payrolls / other records of QuEST from the start date of your absence.
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Upon joining us, you are required to sign QuEST’s standard agreements including Non-competition and Non-
disclosure agreement, along with 2 Years’ Service Agreement. Employee(s), whose spouse(s)/partner(s) or 
immediate family member(s) is/are part of competitor companies, with QuEST, shall have more obligations to 
maintain QuEST information in Confidence since they are privy to some highly sensitive business information that 
shouldn’t be shared with competitors. The employee is obligated to keep QuEST informed about the company in 
which his/her spouse/partner/immediate family member (Parents/Siblings/Children) is/are working, when there is 
prima facie conflict of interest, by writing to HR-Policy@quest-global.com. 
 
While reporting for duty, you must produce the originals along with certified copies of the following:

a) Educational certificates/mark sheets* (X, XII, Diploma, Degree, post-Graduation)
b) Passport photo copy
c) Three passport size latest photographs
d) Service Certificate, if any.
e) Relieving letter from your present employer.
f) Pan card & Aadhar submission is mandatory
g) ID proof containing your signature viz., Driving License, Passport, PAN Card etc.

*In the case of candidates joining the organization before the publication of the results of their qualifying academic 
program, the required certificates must be submitted within 3 months of the joining date.

In the event of issues found in Background Verification Check or non-obtaining the level of % mentioned 
hereinabove during final results of relevant specific program, QuEST shall be at liberty revoke this Offer of 
employment with immediate effect.

If the above conditions are acceptable to you, please note that this offer is effective from January 3, 2022. 
Kindly confirm acceptance by signing and returning the duplicate of this letter.

This offer to join QuEST will expire if offer acceptance is not confirmed in writing within two (2) working days of 
offer release and/or in case of not reporting on the offer effective date.

We extend our warm welcome and look forward to a long and successful association between you and QuEST 
Global Engineering Services Private Limited.

For QuEST Global Engineering Services Private Limited,  

Jagadish Kadagatti
Deputy Manager - Talent Acquisition

I confirm and accept the above terms and conditions.
Name :
Place :
Signature :
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                                                                                Annexure - I
Compensation & Benefit Details

Employee Name   :   Dharma Raj

Salary Components Monthly (INR) Annual  (INR)

(A) Basic Salary (BS)  15000  180000

(B) House Rent Allowance (HRA)  2250  27000

(C) Conveyance Allowance (CA)  0  0

(D) Leave Travel Allowance (LTA)  0  0

(E) Food Coupon  0  0

(F) Telephone / Internet Allowance  0  0

(G) Other Allowance  3155  37860

(H)  GROSS SALARY(I=A+B+C+D+E+F+G+H)  20405  244860

(I) Employer Contribution to Provident Fund (PF)  1800  21600

(J) Employer Contribution to Gratuity  722  8664

(K) RETIREMENT BENEFITS : (K=I+J)  2522  30264
(L) Employer Contribution to Medical Insurance 
Premium *  673  8076

(M) Bonus / Ex-Gratia  1400  16800

(N) FIXED GROSS SALARY(FGS):(N= H+K+L+M)  25000  300000

TOTAL COST TO COMPANY (TCC) :  300000

A one-time joining bonus of INR 25,000 shall be paid upon successful completion of one year service with 
QuEST.
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* Other Allowance includes optional contributions towards NPS and Car Lease.

The tax exemption aspects of sodexo vouchers or food coupons fall under the ambit of Income Tax Act. These 
coupons are usable only for meal or snacks or non–alcoholic beverages during working hours at office or business 
premises or only at the eating joints. Sodexo coupons are not transferrable.

**Total Variable Pay includes components aligned to QuEST’s performance, Unit or Department performance and 
Individual Performance. This is governed by the variable pay policy for the year.

***Shift Allowance will be paid as per the applicable policy. The amount mentioned above is the allowance paid for 
working in morning shift. For other shifts, the difference will be governed by the applicable policy.

Your monthly deduction from salary towards Medical Insurance premium would be INR 625. This is as per your 
current Band, the amount will change accordingly in case of Band change.
-Onsite & Shift Allowance will be paid as per the applicable policy.

You are eligible for benefits coverage as per QuEST Band. For your current Band the coverages shall be: 
    Group Medical Insurance cover of INR 300000/-
    Group Personal Accident Insurance cover of INR 2000000/-
    Group Term Life Insurance cover of INR 2500000/-
    Employee Deposit Linked Insurance covers as per statutory requirements

Note: Income tax liability of allowances / reimbursements will be considered in light of the existing tax laws. In 
case any tax has to be recovered for any allowances / reimbursements, either because of changes made to the law by 
the Govt. of India or pursuant to an order by an Income Tax Officer or any responsible officer of the Income Tax 
Department, then the same will be recovered from employee’s salary, either with retrospective or prospective effect, 
as the case may be.

Declaration: All aspects of QuEST policies provided in this document are intended to provide indicative details. For 
Policy details, please refer to QuEST QMS on intranet. The ownership and right for implementation of these policies 
rests with QuEST alone. QuEST reserves the right to amend/modify the policies, including but not limited to 
withdrawal of the same, from time to time with or without prior notice.
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Annexure

We are excited to welcome you to QuEST fraternity where a bundle of opportunities are waiting for you.

As you are identified for our elite customer, we wish to inform you that completing Background Verification is a 
mandatory pre-requisite for us to onboard you at QuEST.

Listed below are some simple actions which can expedite your joining at QuEST: 

 Check your inbox or spam folder if you are have not received any email in your inbox from one of our 
authorized background screening vendors.

 Login to their portal and follow the guidelines to provide all information & documents, within 1 working 
day.

 Make sure all information is accurate and up-to-date (Past-employment period, CTC, etc.)

 Do ensure that details filled in the background verification form is matching with the documents submitted, 
else it is likely that the application for the verification will be rejected.

 Contact details provided for every check should be correct and active (past employer/reference 
check/address check)

 Inform all the referee’s to be prepared for a verification call/email/visit from the BGC vendor.

 If any additional information is required by the screening vendor, please provide the same within 1 working 
day.

 The offer letter should be accepted in the iTracQ tool within seven (7) working days upon receipt of the 
letter, failing which the offer stands cancelled.

Above mentioned screening process has to be completed within 15 working days of offer release. Delay in 
uploading documents, may delay your joining at QuEST. 

Your support in completing the background verification is highly appreciated!

Looking forward to welcoming you soon to QuEST Global!
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REGENXGEN BIOSOLUTIONS PRIVATE LIMITED 
REGISTERED OFFICE: 9A, II Floor, Lourdhu Madha Street, 
Nagalkeni, Chrompet, Chennai – 600044, Tamilnadu, India 
E-MAIL ID: info@regenxgen.com
TEL NO: + 91 99621 74340 / + 91 98849 74340
CIN: U33110TN2020PTC136896
GSTIN: 33AAKCR3267P1ZS

HR/RBS/2021-22/013   13 December 2021 
To, 
Ms. Gunapriya.A 
6/55, Kothamangalam, Alangudi Taluk 
Pudukkottai, Pincode- 614624. 
Tamilnadu, India. 

Sub: Offer of Employment 
Dear Ms. Gunapriya. A, 

We are pleased to offer you a position in our organization Regenxgen Biosolutions Private Limited as 
Executive Design & Development with a start date of 03 January 2022.  

The position we are offering shall be at a gross monthly salary of Rs. 13,600 with an annual Cost to 
Company of Rs. 1,80,254. The break-up of the salary structure is as below: 

Description Monthly CTC Yearly CTC 

Basic Salary  8,160  97,920 

House Rent Allowance  3,400  40,800 

Conveyance Allowance  680  8,160 

Special Allowance  1,360  16,320 

Gross Salary  13,600       1,63,200 

Company’s PF Contribution  979  11,750 

Company’s Contribution for ESI  442  5,304 

Company's Total Contribution  1,421  17,054 

Total CTC  15,021       1,80,254 

You will be reporting to Mr. Hari Kishore. S – Chief Executive Officer. Your working hours shall be from 
09:00hrs – 17:30hrs from Monday – Saturday.  

The benefits of the position include: 

• 12 days of Casual Leave during one Financial Year.

• Employee Provident Fund & Employee State Insurance (ESIC) coverage.

You shall be on probation for a period of 3 months from date of joining. You shall not be eligible for 
paid leave during this period. You shall receive a detailed description of your roles & responsibilities 
upon your joining our organization. 

Please sign and send back a scanned copy of this letter as a sign of acceptance of the offer on or before 
14th December 2021.  

We welcome you to our organisation and are confident you will be able to make a significant 
contribution to the growth and success of our organization.  

With Regards,  
For Regenxgen Biosolutions Private Limited 

HARI KISHORE SRIDHARAN 
CEO 

I accept the aforesaid terms & conditions 
and this offer of employment.  

SIGNATURE DATE 
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	ANNEXURE – I
	SALARY DETAILS
	Salary Component
	Monthly
	Yearly
	Gross compensation
	Basic
	9200
	110400
	HRA
	4600
	55200
	Conveyance
	800
	9600
	Medical Reimbursement
	1250
	15000
	Lunch Allowance
	1300
	15600
	India Allowance
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	Gross Compensation ( A )
	23000
	276000
	Retirals/ Benefits 
	Medical Insurance
	0
	3000
	Provident Fund
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	21600
	Gratuity
	442
	5308
	Total Retirals/Benefits ( B )
	2242
	29908
	Total Earning Capacity ( CTC = A+B)
	305908
	         1. Salary shall be payable not later than
	         2.The Company reserves the right to chang
	3.Employee will be covered under Group Personal Acci
	    Policy according to their length of the servic
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	S. No.
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	11
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	12
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	13
	Relieving Letters of all previous employments
	1
	Please note that it is mandatory to:
	🟃Carry originals at the time of joining for cross v
	🟃Know your blood group.
	🟃Provide your Land line number.
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