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ir Sir, 
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frarà frfn ra 

Krantiveer Vasantrao Narayanrao Naik Shikshan Prasarak Sanstha, Nashik. 

ORDER OF APPOINTMENT 

Krantiveer Vasantrao Naik Marg, Canada Corner, Sharanpur Road, Nashik. (0253) 2571104 1 2571853 VISIT US AT : www.vnnaikeducation.org E-mail : vnnaik777@gmail.com 

Rais: 1/6 (2021 

Reg. No. F-5 

ject : Appointment Order for the post of TA.(Mech) in -Mech.. Department of 
nete Gopinathji Munde Institute of Engineering Education & Research. 

ference: Interview held on 1-/6/2021 by Local Management Committee KVNNSPs 
shik. 

response to your application dated 1./9_/202 for the post of TA CMecb) in 
ninistration Department of Loknete Gopinathji Munde Institute of Engineering Education 
esearch, you were interviewed for the said post by the Selection Committee. I am pleased 
nform you that the selection committee has selected you for the said post, in the service 
K.V.N. Naik Shikshan Prasarak Sanstha Nashik & posted at Loknete Gopinathji Munde 

itute of Engineering Education & Research, Canada Corner, Nashik, in the consolidated 
nthly salary of Rs.. 

r appointment is subjected to the following terms & conditions. 

1. Your services will be governed by the rules of Govt. of Mabarashtra / Directorate of 
Technical Education Maharashtra/ University of Pune. Further, you will be bound by. 
the Rules & Regulation of the Sanstha & office orders in force & framed by the 
Sanstha from time to tine in relation to your service conditions. 

2. Your appointment is done for one academic year only i.e. for 2021-22 and will 

automatically end on 30h April 2022. 
3. Your services will be liable to be transferred anywhere fron one place to another 

and /or one department to another department or from one institute to another 
Institute run by the Sanstha, at the discretion of the management. 

4. You will not engage yourself in any other job on paid basis whether fulltime or 
otherwise, during the continuation of your services, in this Institute. 

5. At the time of joining the duties, you have to produce the recent two passport size 
photographs and relieving certificate from previous employer (if any). 

6. You shall undergo medical examination by approved medical officer or the civil 
surgeon at the place of your duty, within three months from the date of joining the 
duties. The appointment shall be provisional & conditional till the submission of 
medical certificate stating that you are free from any contagious diseases & you are 
physically fit for enmployment as the staff of the college/institution. 

I. YOu are required to give the current mailing address as soon as you join the duties & 

any changes in the address given earlier should be communicated to the Sanstha at 
the eariest. It will be presumed that any letter sent by Registered Post 
Acknowledgement Due (RPAD) on the address given shall reach to you. 

with effects from the date of joining. 
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vithout obtultug prior pelaslm ln wifit! f ihe 
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Copy to 

KVNN Shikslan Prasarak Satistha, Nashik, (M%, 4) 

1. The Principal, Loknete Gopiuatlhjl Munde fnstitute of Eigineerin. 
Rescarch, Nushik. 

ORDER Of APPONTMENT 
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07-Nov-2022

Suraj Tajanpure

Flat No 1, Dayasagar Society, Navrang Colony, Shivaji Nagar, Jail Road

Nashik Road

India

Appointment Letter for Fixed Tenure Post for Company Employee

Dear Suraj,

As per your application, we have pleasure in appointing you in our company as Associate
- Ops w.e.f. 07-Nov-2022 on the following terms and conditions:

Nature of Post:

Your post is a tenure post for a fixed period. Initially you are appointed for a period of 36
months i.e. 06-Nov-2025

On expiry of the above tenure, your services will automatically end without any further
notice or communication.

1. Place of work: You are initially posted at Nashik.
2. Renewal of Tenure:  Depending upon the requirements of company and subject to

your suitability to the job, your above tenure may be renewed in writing with mutual
consent of both the parties on such terms as may be acceptable to both the parties.

3. Nature of Duties: You will be required to render data processing services and
another services incidental thereto or connected therewith.

4. Supervision & Control: You will remain under the supervision and control of our
company for the purpose of your transfer, promotion, revision in service conditions,
overall performance of your work and termination from service etc. and the same will
be decided by our company. However, you will also receive instructions for day to
day performance of your duties from company’s officers and you will abide by such
instructions given by them.

5. Responsibilities:
1. While rendering data processing services, you must effectively, diligently and to

the best of your ability perform all responsibilities implicit in the data processing
job and you will ensure results. You will be expected to work extra hours to
achieve the results whenever the job so requires.

2. You will be required to engage yourself exclusively in the work assigned by the
company and you will not take up any independent or individual assignment
(whether same is part-time or full time, in an advisory capacity or otherwise)
directly or indirectly without the express written consent from our company.

3. You will ensure that you will not directly or indirectly engage in any activity or
have any interest in or perform any service for any person who is involved in
activities which are or shall be in conflict with the interest of our company.

4. Take the responsibility of achieving the targets and objectives given to you from

For WNS Global Services Pvt. Ltd.

Adil S Nargolwala
Corporate SVP - HR
Head Talent Acquisition

**candidate-signature**

Accepted and Agreed

Suraj Tajanpure
Candidate's Name & Signature

WNS Global Services Pvt. Ltd, Plant No. 10, Godrej & Boyce Complex, Pirojshanagar, LBS Marg,
Vikhroli (West), Mumbai 400 079 | Tel: +91 22 4095 2100 | Fax: +91 22 2518 8307 | CIN:

U72200MH1996PTC100196
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time to time, in order to earn your salary and other benefits.
6. Salary / Leaves: Your total fixed pay salary will be INR 2,05,827 (Indian Rupees

Two Lakh, Five Thousand, Eight Hundred And Twenty Seven Only)  per
annum. A detailed stack-up of your compensation is attached herewith as Annexure.
You will be entitled for leaves as per company policy, subject to prior approval from
the concerned supervisor.

7. Confidentiality: The nature of your job demands highest level of honesty, integrity,
secrecy and confidentiality and you will maintain the same and you will not use or
divulge or disclose any such confidential information except as per required under
obligation of law. This covenant shall endure during your employment and for a
period of one year from the cessation of your employment (irrespective of the
circumstances or the reasons for the cessation).

8. General:
1. We trust that you have not provided us with any false declaration or willfully

suppressed any material information. If you have, you will be liable for removal
from services without notice.

2. Please note that you are required to inform us if there are any agreements, oral
or written which you have entered into and which relate to your commitment
under this agreement.

3. While in employment if you indulge in any act of misconduct, you may be
suspended pending enquiry without salary.

4. If during the tenure of your employment, if no work is available for any reason
whatsoever you may be laid off without any salary or compensation.

5. During the tenure you may be sent on deputation or transfer to any other office,
location, factory etc of the company located anywhere in India (whether
presently in existence or set up in future).

6. You will not be entitled to any salary if you refuse to do any work assigned to you
or refuse to join duty when sent on deputation or transfer.

9. Separation: Notwithstanding what is stated hereinabove, if during the period of your
working, your services are not found satisfactory, the same may be terminated with
24 hours' notice and without any extra compensation. Similarly, you will be at liberty
to resign from the services by giving 60 days advance notice. The Management can
without notice or compensation terminate your services with immediate effect if you
contravene any clauses of this Appointment or commit any acts detrimental to the
company such as theft, fraud, dishonest, assault, threatening, etc., or any other
acts.li>

10. Handing Over of Charge:  On cessation of your employment, you will hand over
charge to the company truthfully and sincerely and return all the documents or
properties of company in your possession. In discharge of the above obligation, you
will obtain a No-objection certificate from the company. On receipt of the above No-
objection certificate, your full and final dues will be settled.

11. Other Conditions:
1. Reference Checks / Background and testimonials verification: Your appointment

is also subject to a satisfactory reference / background check and testimonial
verification. The Company shall, at its discretion conduct background / reference
check and testimonial verification either before joining the company or within a
reasonable and practicable time frame after joining. This offer and your
continued employment is conditional upon the result of such checks. In case the

For WNS Global Services Pvt. Ltd.

Adil S Nargolwala
Corporate SVP - HR
Head Talent Acquisition

**candidate-signature**

Accepted and Agreed

Suraj Tajanpure
Candidate's Name & Signature

WNS Global Services Pvt. Ltd, Plant No. 10, Godrej & Boyce Complex, Pirojshanagar, LBS Marg,
Vikhroli (West), Mumbai 400 079 | Tel: +91 22 4095 2100 | Fax: +91 22 2518 8307 | CIN:
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results of the same checks are negative or unsatisfactory for any reason
whatsoever, your offer / employment will be treated as null and void ab initio. In
such eventuality, you may be immediately relieved from the employment
without giving any notice.

2. You will produce character verification certificate from police department within
3 months from joining on your own (not applicable for valid passport holders).

3. Effect of inability to clear the proficiency / competency training / thresholds: You
may be required to undergo pre-process and process training as a prerequisite
to your gainful engagement as may be prescribed under relevant competency /
proficiency parameters. The company invests significant amount of efforts and
costs on such training and you will appreciate that in case one is not able meet
the required norms during training, the Company will not be able to engage your
services productively. In such eventuality, the Company reserves right to
terminate employment.

4. Effect of Substance Abuse: The Company, at its sole discretion, may conduct
from time to time screening for substance abuse during the course of
employment. If the results of such screening are found to be positive,
employment is liable to be terminated without giving any notice.
Please confirm that the above terms are acceptable to you and that you accept
the appointment by signing a copy of this letter of appointment.

12. Your Absence for a continuous period of seven days without prior approval of your
supervisors, (including overstay of leave / training), would be treated as
abandonment of service and can lead to your services being terminated without
notice. In such an eventuality the Company reserves the right to recover from you all
expenses incurred with regard to any training and development, special education,
up skilling or on the job training imparted by the Company and damages suffered by
Company due to loss of billing, etc.

Yours sincerely

For WNS Global Services Pvt. Ltd.

Adil S Nargolwala
Corporate SVP - HR
Head Talent Acquisition

**candidate-signature**

Accepted and Agreed

Suraj Tajanpure
Candidate's Name & Signature

WNS Global Services Pvt. Ltd, Plant No. 10, Godrej & Boyce Complex, Pirojshanagar, LBS Marg,
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U72200MH1996PTC100196

DocuSign Envelope ID: 71E3D8BD-D56A-4385-8D44-2A4654D3676E



Annexure
Name
Title
Role Band
BU

:
:
:
:

Suraj Tajanpure
Associate - Ops
A
Shipping & Logistics

Compensation Component Ref Amount(Rs.)
Per Month

Amount(Rs.)
Per Annum

Basic Salary 7,719 92,622
House Rent Allowance 3,859 46,311
City Compensatory Allowance 1,384 16,611
Sub Total - I A 12,962 1,55,544

Bonus / Incentive (1) (a) 2,592 31,109
Company's contribution to Provident Fund (2) 1,092 13,108
Company's contribution to ESI (3) 506 6,066
Sub Total - II B 4,190 50,283

Total Fixed Pay C = A + B 17,152 2,05,827

BENEFITS
(i) Gratuity payable As per Payment of Gratuity Act, 1972
(ii) The Company provides following discretionary Insurance benefits:
a) Mediclaim Benefit: For Self or Family Floater, as per Company policy
b) Personal Accident Insurance: For Employee, as per Company Policy
c) Life Insurance: For Employee, as per Company Policy
(1) You will be eligible to participate in the Company's Bonus / Incentive scheme
applicable to your process. The Bonus / Incentive at maximum level is inclusive of
Bonus / Incentive included in the Total Fixed Pay . The Bonus / Incentive will be
paid basis the requirements of Payment of Bonus Act, 1965, your performance and
BU/Company performance.
(2) Company's contribution to Provident Fund (PF):
In cases where PF wages is above the statutory maximum limit of INR 15,000/- p.m., you
have an option to choose the deduction of 12% on actual PF wages. In such situation,
various component of the compensation will be adjusted to accommodate your request.
PF wages considered for this calculation will be as per Employee Provident Fund and
Miscellaneous Provisions Act, 1952.
(3) Company’s contribution towards ESI Scheme will be as per Employees State
Insurance Act, 1948 and is currently 3.25% of the monthly salary.

For WNS Global Services Pvt. Ltd.

Adil S Nargolwala
Corporate SVP - HR
Head Talent Acquisition

**candidate-signature**

Accepted and Agreed

Suraj Tajanpure
Candidate's Name & Signature

WNS Global Services Pvt. Ltd, Plant No. 10, Godrej & Boyce Complex, Pirojshanagar, LBS Marg,
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~ NRB w BEARINGS THE ORIGINAL 

May 26, 2022 

Mr. Pavan Patil 
501, Sarvodaya Deep, 
Chanakya Nagar, 
Kalyan - West, 
Thane Maharashtra - 421 301 

Dear Pavan, 

NRB BEARINGS LIMITED 
Ohannur, 15. Sir P.M. R~d. Fort, Mumbioi- 400001, India. 
T:191)22-221>64570 /22664160 
F:[91122-22660-'12/226798~ 
W: www.nrbbear in gs .com 
CIN: L2'9130MH19'5Pt.C01J251 

With reference to the interview you had with us on May 23, 2022, we have pleasure in offering 
you the position of 'Deputy Manager- QMS' at Engineering Centre, Navi Mumbai on the terms 
and conditions mutually discussed and agreed by us. 

You are requested to join the Company on or before June 20, 2022 failing which this offer letter 
will stand withdrawn. Please forward us a copy of resignation letter for our records within one 
week of its submission to your present organization. The formal appointment letter will be given 
to you on your joining our organization. 

Kindly return the duplicate copy of this letter duly signed by you. 

Yours faithfully, 

For NRB Bearings Ltd. 

)LL 
ShlbuWarrier 
Chief Human Resources Officer 
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16th December 2022  
 
Mr. Pramod Shrikant Patil 
Room No. 791, Mhada Colony,  
Satpur Ambad Link Road,  
Chunchale Shivar, Nashik. Ambad. 
Khurd. Maharashtra – 422 010 
 
Phone – 72760 28223 
 
Dear Pramod, 
 

SUBJECT: OFFER LETTER 
 

 We are pleased to offer you an appointment for the designation of Credit Manager on the following terms 

and agreement: 

 
1 PERIOD OF EMPLOYMENT 

 
1.1 Your employment will commence on 16th March 2023 or any date mutually agreed and will continue 

an on-going basis, until terminated by either party as per Clause 6 of this Employment Agreement. 
 

1.2 The retirement age at the Company is 60 (sixty) years. Your employment will cease automatically and 
without requiring us to serve any notice to the said effect, on the date of your 60th (sixtieth) birthday. 

2 LOCATION 
 

2.1 You shall be based in our Nashik office but may be required to serve the company, Group company, 
subsidiary in any place existing or which may come up in existence in future within or outside India, 
as required. 
 

2.2 You may, at the discretion of the Company be transferred to any of the divisions, departments, of the 
Company, its subsidiaries, branches or associate companies and you shall abide by the standing orders 
and services rules prevailing in such place/ entity without entitlement to any extra remuneration.  
 

3 REWARDS STRUCTURE Our rewards structure for the above mentioned position is a bouquet of the 
following components: 

mailto:customerservice@protium.co.in


  

 

 
 
Protium Finance Limited  
(Erstwhile Growth Source Financial Technologies Limited)                         
(Erstwhile Growth Source Financial Technologies Private Limited)   
Registered & Corporate Office Address: Nirlon Knowledge Park (NKP), B6, 2nd Floor, Pahadi Village, Off Western Express Highway, Cama 
Industrial Estate, Goregaon (East), Mumbai 400 063, Maharashtra. 
 
CIN: U65999MH2019PLC323293 Telephone No.: 882 882 0004 Website: www.protium.co.in E-mail ID: customerservice@protium.co.in 
 
 

 

3.1 Fixed Compensation: Your annual fixed compensation will be Rs.4,84,000 (Rs. Four Lakh Eighty – 

Four Thousand Only) payable in 12 equal monthly instalments in accordance with the Company’s 

standard payroll practice and subject to applicable withholding taxes. This annual fixed 

compensation is inclusive of all statutory payments that the Company is required to make to you 

and on your behalf.   

 

3.2 Performance Bonus: You shall be eligible for a performance linked bonus subject to you meeting Key 

Performance Indicators (KPIs) and Key Resultant Areas (KRAs) as will be defined by the Company from 

time to time. This will be paid to you as per your performance, company performance and other 

parameters as many be decided by the company.  

 
3.3 Payments: Note that any payment including fixed salary/changes in compensation/performance 

bonus/contest payout/incentive etc. will be payable provided you are not serving notice nor have 

exited at the time of payout. 

  

3.4 Recovery: You hereby authorise the Company to deduct from your salary (including any salary, leave 
pay, sick pay and pay in lieu of notice period, Incentives, Performance Bonus) all debts or sums owed 
by you to the Company, its subsidiaries or associate companies, including any outstanding loans (and 
interest thereon) due to the Company, its subsidiaries or associate companies from you. 

3.5  Withholding: The remuneration including Salary, Bonuses, Monetary rewards and Incentives shall 

be subject to applicable taxes and the Company may withhold therefrom any amounts as are 

required to be withheld pursuant to applicable Law. 

 

4 BENEFITS 

 

4.1 Leaves: You will be eligible to Annual Privilege / Sick / Casual Leaves as per the policy in the 

company.  

 

4.2 If you are at any time prevented by ill-health, accident or other urgent necessity from attending 

office or performing your duties, you shall bring this to the notice of your Reporting Manager/ 

Supervisor as soon as you possibly can and furnish with all information relating thereto as it may 

reasonably require. 

 

4.3 Company Insurance: You will be entitled to Medical Insurance benefits as per the policy of the 

company. In case you are eligible for ESIC contribution, your medical cover will be under ESIC only. 

 

mailto:customerservice@protium.co.in
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4.4 Statutory Benefits: You shall be entitled to all statutory benefits like PF, Gratuity etc. as and when 

the company is required to make such contributions under the applicable law. 

 
 

 
    5 TERMINATION & RESIGNATION 

5.1 Termination with Notice: The Company or you may terminate your employment by giving 90 

days prior written notice, with or without assigning any reason. The notice period might also be 

agreed upon by mutual consent between you and the Company. In the event the Company agrees 

to relieve you prior to completion of your notice period, you will be required to pay the Company 

an amount equivalent to salary for the number of days of unserved notice.  

      In case you give notice of termination of your employment, the Company reserves the right to 

enforce the notice period as per its policy, and any waiver of the same/payment in lieu of notice 

is at the discretion of the Company. If the Company or you have given notice of the termination 

of your employment, the Company may direct you not to perform any of your duties, to remain 

away from the Company's premises and not to contact clients or other employees of the Company 

for all or part of the notice period. During this time, you will remain employed by the Company 

and therefore remain subject to your conditions of employment and you will continue to receive 

your salary and contractual benefits during the notice period;  

 The company may extend your notice period to the extent of leaves taken during serving of notice, 

in case you resign from services voluntarily.  

5.2 Termination without Notice Save and except the notice requirement of Clause 5.1, this 

agreement shall be subject to immediate discontinuation by the company at any time, without 

any notice or payment in lieu of notice, if the Employee – 

(a) shall have committed any breach (whether by one or several acts or omissions) of his/her 

obligations hereunder; or  

(b)is guilty of any misconduct, save for where such breach or misconduct is remedial and is not 

remedied within 3 days of receipt of a notice by the Company asking the Employee to cure the 

breach or misconduct, to the satisfaction of the Company; or  

(c) has committed dishonesty, fraud, disobedience, disorderly behaviour, indiscipline, or 

deliberate material injury with respect to the Company; or 

       (d) shall have been charge sheeted or found guilty of any criminal offence; or any act, which in 

the opinion of the company is an act of dishonesty, disobedience, intemperance, irregularity in 

attendance or other misconduct or neglect of duty. 

       (e) shall have become of unsound mind or lunatic; or 

mailto:customerservice@protium.co.in
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       (f) shall have committed any act of bankruptcy or being adjudged an insolvent or shall have taken 

advantage of any statute for the time being in force offering relief for insolvent debtors or being 

held guilty by a competent court of any offence involving moral turpitude; or 

       (g) are found to be engaged in any other job/activity which has been undertaken without prior 

permission from the Company; or 

       (h) shall have committed any act which could or is likely to harm the reputation or be adverse in 

any way to the Company; or 

(i) have provided false, inaccurate, or incomplete information to the company regarding your 

background and/or previous employment; or 

(j)  have been absent for a continuous period of 10 days without prior permission (including 

absence when leave though applied for, is not granted or when you overstay period of 

sanctioned leave by 10 consecutive days); or 

(k) do not perform as per expectations from your job and have duly been warned of the same 

earlier; or 

(l)    suffer permanent disability or are deceased 

 

5.3 All property of, or relating to, the Company or its Affiliates in your possession at the time of 

termination, including Company records and all documents containing confidential or proprietary 

information of the Company or any of its Affiliates, must be surrendered by you to someone duly 

authorized by the Company upon the termination of the appointment. You shall not entitle to 

retain any duplicates of any documents or data in USB or computer disk.  

5.4 Notice Pay recovery: In case you do not serve full notice, the company reserves the right to 

recover notice pay in your full and final settlement. In such a scenario, the company also reserves 

the right to give proper clearance or not. 

 

6.  COMPANY POLICIES AND PROCEDURE 
 
        6.1 You shall be required at all times to comply with the Company’s rules, policies and procedures as 

may be amended by the Company from time to time, and the same are to be considered as part of 
terms and conditions of this Employment Letter. HR policies and the updates to it, which are made 
time to time supersedes the terms of engagement mentioned in this offer letter. 

 6.2 Without any limitations on your obligations under Clause 6.1 above, you are also required to comply 
with the Company’s disciplinary rules, which would be applicable to you and the Company’s 
disciplinary rules form part of your contract of employment with the Company,  

mailto:customerservice@protium.co.in
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6.3 You shall not accept directly or indirectly any commission, presents, share in profit or gratuities from 
any party dealing with, or seeking to deal with the Company and its affiliates or otherwise violate 
Anti-corruption laws and regulations. 

 
 

7. DUTIES 

7.1 Subject to the overall supervision, control and direction by the Company, you shall perform all 

such duties and responsibilities as are consistent with your job role, it being clarified that such job 

role or designation is merely descriptive, and you shall also discharge such additional duties and 

responsibilities as are delegated and conferred upon you by the Company from time to time. 

 

7.2 You will, except during the period of leave as hereinafter provided, or when indisposed by 

sickness, ill-health or incapacitating accident, or in the event of having obtained the prior written 

consent of your immediate supervisor in that behalf, or as may be otherwise agreed upon between 

the Company and you in writing, devote all your work time and attention to the business and affairs 

of the Company and shall utilise your best endeavours in promoting the interests thereof. 

 

7.3 You will comply with all applicable internal rules, regulations, administrative 

instructions/guidelines, and policies of the Company in force from time to time including policies 

relating to leave, IT usage, travel, transfers, deputation etc.  

 

7.4 You will make full and true disclosure in writing to the Company of any direct or indirect interest 

or benefit you have derived or are likely to derive through or in connection with any contractual 

arrangements, dealings, transactions or affairs of the Company and/or any transactions which are 

likely to be detrimental to the Company. 

 

7.5 You will be required to report for work at 9:00 a.m. for every working day of the week. A normal 

workday shall extend until 6:00 p.m. First and Second Saturday of the month will be non-working 

days along with Sunday for business teams. Dependent on the work commitment and 

responsibilities, you may be required to spend additional hours at work. 

 

 8.CONFIDENTIALITY 

 

     8.1 You acknowledge that as a consequence of your employment with us, you will be given access to 

Confidential Information.  You agree that while being employed by the Company, and upon 
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termination of employment, for any reason, you will not, directly or indirectly, use or disclose to any 

person or entity any Confidential Information, other than for the benefit of Company and its Affiliates 

and in the course of performing your duties under this agreement. 

 

     8.2 Without prejudice to the generality of the foregoing, you will: 

 (a) keep confidential all the Confidential Information including the documents, whether relating to 

the companies policies, process, operations or not, acquired  by you in the course of your 

employment concerning the business or affairs of the company or its clients and which are in nature 

of a trade secret or a secret in other respect and not divulge or disclose the same, directly or indirectly 

to any third party or use the same for your own benefit or for the benefit (financial or otherwise) of 

any third party, except as expressly permitted with the prior written consent of the management of  

 

             the Company. 

 (b) protect the Confidential Information received with all reasonable care so as to ensure that the 

same does not fall into the hands of third parties or is not put to unauthorised use or cause harm to 

the Company or its clients. 

 (c) not reproduce in any form the Confidential Information except with the prior written consent of 

the Company. 

 

     8.3 Your confidentiality obligations under the Agreement shall not prevent you from disclosing the 

same if required by Law or under the orders of any court of competent jurisdiction or other 

competent legal authority, provided that you give the Company notice of such intended disclosure 

and an opportunity to oppose the same. 

 

     8.4 You confirm that all Confidential Information shall remain the sole and absolute property of the 

Company. You will, at the time of leaving the services of the Company, return all Confidential 

Information and other Company property, which you had in your possession. You undertake to 

indemnify and keep indemnified the Company against any and all claims, damages, losses etc., which 

the Company may suffer, on account of unauthorized use of Company property and Confidential 

Information by you, as also on account of breach by you of any of the other terms and conditions 

contained herein, which survives the termination of the employment. 

 

     8.5 You understand that, the confidentiality clause and other clauses contained herein, which require 

you to maintain confidentiality of Company information, shall survive the termination of the 

Agreement in perpetuity. In the event, that you fail to honour the confidentiality obligations, whether 
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during the subsistence of this Agreement or thereafter, you understand that, in addition to the 

indemnity undertaken by you under Clause 10.4 the Company also reserves the right to initiate any 

action that it may deem fit, against you, including but not limited to an action for injunctive relief, 

suit for damages, and other legal remedies. 

 

      8.6 You also acknowledges that use of the Confidential Information contrary to the provisions of this 

Agreement constitutes, among other things, criminal breach of trust in terms of the provisions of the 

Indian Penal Code, 1860. 

 

      8.7 You will immediately on coming to know that any Confidential Information has become generally 

known or available, inform the management of the same. 

 

 

      8.8 In order to secure or preserve Confidential Information, the Company shall have the right at all 

times to deactivate, disable, remove or prevent access to any Company’s property, including 

computers, servers, computer networks, email accounts, databases, storage, vehicles or any other 

gadgets. 

 

8.9 You hereby agree that on or before the date of your discontinuation from employment with the    
Company, you will delete any information, connection or reference between you and the Company, 
any client or customer of the Company, or any prospective client or customer of the Company stored 
in any form of social media. For the purposes of this Clause, social media means any online 
communication tool which facilitates the creation, publication, storage and/or exchange of user-
generated content.  Social Media includes (but is not limited to) Glassdoor, Twitter, Skype, Facebook, 
Myspace, YouTube, Flickr, LinkedIn, Wikis, Google+ and Tumblr. 

 

9.  INTELLECTUAL PROPERTY 

9.1 You acknowledge that you shall disclose promptly to the Company any and all inventions, 
discoveries and improvements (whether or not patentable or registrable under copyright or similar 
statutes), and all patentable or copyrightable works, initiated, conceived, discovered, reduced to 
practice, or made by the Company, either alone or in conjunction with others, during the term of 
your employment with the Company and related to the business or activities of the Company and its 
affiliates (“Developments”).  Except to the extent any rights in and to any Developments constitute 
a work made for hire that are owned ab initio by the Company and/or its applicable affiliate, you 
shall assign all rights, title and interest in and to all Developments (including all Intellectual Property 
Rights therein) to the Company or its nominee without further compensation, including all rights or 
benefits therefor, including without limitation the right to sue and recover for past and future 
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infringement. You further acknowledge that any rights in any Developments constituting a work 
made for hire are owned upon creation, by the Company and/or its applicable affiliate as your 
employer.  

       9.2 Whenever requested to do so by the Company, you shall execute all applications, assignments or 

other instruments which the Company shall deem necessary to apply for and obtain trademarks, 

patents or copyrights in India or any part of the world or otherwise protect the interests of the 

Company and its affiliates therein. These obligations shall continue in perpetuity beyond the end of 

the term of your employment with the Company with respect to Developments initiated, conceived 

or made by you during the term of employment and shall be binding on you, your assigns, executors, 

administrators and other legal representatives. You hereby confirm that you shall immediately 

inform the Company in writing of any interest in any inventions or Intellectual Property Rights that 

you hold as of the Effective Date hereof. If the Company is unable for any reason, after reasonable 

effort, to obtain your signature on any document needed in connection with the actions described in 

this clause 6; you shall hereby irrevocably designate and appoint the Company and its duly authorized 

officers and agents as an agent and attorney in fact to act for you and on your behalf execute, verify 

and file any such documents and to do all other lawfully permitted acts to further the purposes of 

this clause with the same legal force and effect as if executed by you. 

 

       10.  NON COMPTETE & NON-SOLICITATION 

 

       10.1 You acknowledge that you, in the course of your employment with the Company, is likely from 

time to time to obtain knowledge of Confidential Information and to have dealings with the 

customers, service providers of the Company. You acknowledge the breadth of your covenants under 

this clause and admits and acknowledges that you have various other skill sets which, if deployed by 

you after you ceases to be an employee of or ceases to be associated with, the Company would not 

result in you competing against the Company. You agree to the following to the Company: 

 

(a) that without prejudice to any other duty implied by Law, you shall not, during the Non-Compete 

Period of 1 year, from date of your exit, anywhere in the world, either jointly or severally, engage 

in, directly or indirectly, and whether as an individual, through a partnership or as a shareholder, 

joint venture partner, collaborator, consultant, advisor, principal contractor or sub-contractor, 

director, trustee, committee member, office bearer or agent or in any other manner whatsoever, 

whether for profit or otherwise: 

i. engage in any business that directly or indirectly competes with the whole or any part of 

any business or proposed business of the Company 
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ii. commence any business which is similar to the business of the Company 

iii. take up on behalf of the Company, canvass or solicit business or customer for products of 

a similar type to those being serviced or dealt in, or for services similar to those being 

provided by the Company from any Person who is a client or business contact of the 

Company. 

iv. induce or attempt to induce any client or customer of the Company to cease to be a client, 

or to restrict or vary the terms of the contract to, the Company or otherwise interfere 

with the relationship between such a client and the Company (save and except actions 

taken during the course of your employment with the Company in exercise of your power 

and authority as an employee of the Company and in, what you reasonably believe to be, 

in the interest of the Company); or 

induce or attempt to induce any director of the Company, senior management personnel 
or key employee of the Company to leave the employment of the Company. 
 

10.2 You further undertake that, during the Non-Compete Period of 1 year from your exit date, you 

shall not, directly or indirectly, partner with or enter into any activity or hire or attempt to hire for 

any purpose whatsoever (whether as an employee, consultant, advisor, independent contractor, 

partner or otherwise): 

 

a) any Person then engaged by the Company as an employee, officer or director or so engaged 
within the preceding 12 (twelve) month period (“Existing Employee”) to leave the employment 
of the Company and shall use its best efforts to prevent any of its related entities or Persons from 
taking any such action.  

 
b) disclose to any third party the names, backgrounds, or qualifications of any the Existing 

Employees or otherwise identify them as potential candidates for employment.  
 

c) personally, or through any other Person, approach, recruit or otherwise solicit Existing Employees 
to work for any other employer.  

 
d) persuade any Person which a client/customer of the Company is, to cease doing business or to 

reduce the amount of business which any such Person has customarily done or might propose 

doing with the Company. 

 

10.3 It is clarified that you shall be deemed to have breached and failed to comply with the provisions 

of Clause 10.2 above, if you directly or indirectly employ, engage or retain, or the organisation of 

which you will be an officer, employee or shareholder (or any person connected or affiliated to such 
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organisation) directly or indirectly employs, engages or retain, an Existing Employee of the 

Company, even if such employment or engagement arose on account of any act or omission on your 

part. 

 

10.4 It is the intention of the Parties (you and the Company) that the provisions of this Clause 10 shall 

be enforced to the fullest extent permissible under the applicable Law, but that the unenforceability 

(or the modification to conform with such applicable Laws) of any provision hereof shall not render 

unenforceable or impair the remainder of this Clause 10. If any provision of Clause 10 shall be 

determined to be invalid or unenforceable, either in whole or in part, Clause 10 shall be deemed 

amended to delete or modify, as necessary, the offending provision and to alter the remaining 

provisions of Clause 10 to the extent necessary to render the same valid and enforceable to the 

fullest extent permissible. 

   

       11.  BACKGROUND VERIFICATION 

 

This offer of employment is subject to the successful completion of your background check. In this 

regard you expressly consent to the Company (or any personal appointed by the company) 

conducting background checks prior to or after your expected joining date and the Company 

collecting, holding or sharing such information, to validate the details provided by you, relating to 

your identity, address, education details, prior work experience, CIBIL score and to conduct any 

criminal record checks. In order to conduct the background check, you are required to furnish the 

documents/information as may be required by the company.  If any information provided by you is 

found to be false or incorrect, the Company reserves the right to take any appropriate action against 

you, including, but not limited to withdraw/termination of your employment.  

 

12. Governing Law and Jurisdiction  

       

      This offer letter shall be governed by the laws in India. All disputes and differences arising out of or 

in connection with any of the matters set out in this offer letter, if not settled through discussions 

between the parties, shall be resolved by arbitration in Mumbai in accordance with the Arbitration 

and Conciliation Act, 1996.  

 

The terms of this offer of employment are confidential and is not to be disclosed to any third party, 

other than your advisors.  

If any term or provision of this Offer letter shall be declared or held invalid or unenforceable, in whole 
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or in part, whether generally or in any particular jurisdiction, such provision shall be deemed 

amended to the extent, but only to the extent, necessary to cure such invalidity, illegality or 

unenforceability, and the validity, legality and enforceability of the remaining provisions, both 

generally, and every other jurisdiction, shall not in any way be affected or impaired thereby. 

13. Validity of Offer Letter: 

 

This offer letter constitutes the entire understanding between you and the Company relating to your 

employment by the Company and supersedes any previous written or oral discussions or offers, and 

understanding with respect to the subject matter of this offer letter.  

 

The offer letter is valid until 18th December 2022. If you are in agreement with the foregoing, please 

confirm your acceptance of the same by returning a copy of this letter duly signed or by email, on or 

before 18th December 2022, where upon this letter will constitute our agreement with respect to this 

subject matter hereof. 

We are excited at the prospect of you joining our Company and look forward to having a long and 
happy career with us. 
 

Sincerely, 

 

 
  
 
Priyanka Pathak 
Chief People Officer                      
     

ACCEPTANCE BY CANDIDATE 
         
I have fully read and understood the terms and agreement of this Offer Letter. I accept the same on 
the above-mentioned conditions, and as appointed, I agree to abide by the rules and regulation of 
the company and will be joining on ______ 
 
Signature: 
 
Name: ________ 
Date:  

* Please note this is a system generated letter and no manual signature is required by the authorized 

personnel. 
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Enclosed: Annexure A          

 

ANNEXURE A 

Detailed Salary Structure 
 

Date: 16th December 2022 
Name: Mr. Pramod Shrikant Patil 
Designation: Credit Manager 
Department: EEG 
Grade: Deputy Manager 
 

Particulars Annual Monthly 

Basic 242000 20167 

HRA 121000 10083 

Special Allowance 99400 8283 

Fixed CTC 462400 38533 

Employer PF 21600 1800 

Cost to Company 484000 40333 

 

• Company will deduct any statutory amounts as per government guidelines from the Total CTC 
including PT, LWF etc. 

• Provident fund will be deducted as per the provisions of the Employees' Provident Funds and 
Miscellaneous Provisions Act, 1952. If you wish to opt for PF at 12% (each for employee and employer 
contribution), kindly intimate payroll on the date of joining and we will incorporate the new structure 
in our system. Do note that this will lead to a lower net salary as compared to the annexure above. 

• ESIC if applicable will be deducted as per the ESIC Act of 1948. 

• Gratuity Benefit will be provided as per the provisions Payment of Gratuity Act, 1972 as applicable. 

• In the event there is any enhancement in the total emoluments to be paid to you on account of 
change in any statute (Central Government or State Government) or notification, then the said 
enhanced payment will be adjusted from the total CTC payable to you as shown hereinabove. In such 
a case the company will have the right to restructure your emoluments within the same CTC. 

 
Your Name and Signature, confirming acceptance of the above terms and conditions.  
Signature:  ____________  Name: _________________  Date: ___________ 
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OFFER CUM APPOINTMENT LETTER 
 

Date of Offer 01/12/2021 Project ID 211 

Employee Name Sagar Vishnu Sonawane Client Name  
Aviral Crop Science Private 
Limited 

Designation Crystal Doctor 
Deputed Client Work 
Location 

 KHARGHAR 

Contract Start Date 01/12/2021 Contract End Date 30/11/2022 

Employee Code 21121711 Notice Period (in 
Days) 

15 

 
Dear Mr. Sagar Vishnu Sonawane. 
1. With reference to your application and subsequent meetings, we are pleased to appoint you for the 

above-mentioned designation on contractual basis as per the contract period mentioned above. Your 
appointment is a fixed term contract till the contract period mentioned above after which your 
appointment will end automatically without any written or verbal communication in this regard.  

2. Your employment is governed by the service rule of M/s. Aviral Crop Science Private Limited. (here 
after called as "company") and your work location will be deputed Client work location as mentioned 
above. 

3. This letter is valid only if you report on time for joining your duty at deputed client work location as 
per the above-mentioned contract start date.  

4. You will be paid as per the Salary Breakup provided as attached in Salary Breakup Annexure. 

5. You agree that you will not hold any right to claim the permanent job based on this Offer cum letter 
of appointment with company and as well as deputed client.  

6. During the tenure either party can terminate the services by giving the notice period as mentioned 
above or by paying Gross Wages in lieu of that. However, company shall have full right to terminate 
the contract without giving notice or paying in lieu of notice, if termination of contract has been done 
for any reasons of negligence, irregular attendance, improper behavior, unsatisfactory progress, 
indiscipline, disloyalty, damaging and /or mishandling of tools, instruments, equipment’s and  
accessories, and such other company and deputed client’s belongings. 

7. You are required to complete joining formalities within 3 days of contract start date and submit all 
the relevant documents as asked in joining checklist within 3 days of the joining. In case of non-
submission, wrong submission or incomplete submission of documents company has the authority to 
terminate your services at any time during your services without giving any notice or pay in lieu to 
notice period.   

8. You are required to render your services to the above-mentioned deputed client premises, subject to 
the terms and conditions of this Offer Cum Appointment Letter duly accepted and executed by you. 
Your current location will be deputed Client’s premises, but you are liable to be shifted from one job 
or department or city or client to another in accordance with the exigencies of work or managerial or 
administrative or business requirements. Further, you will be required to strictly adhere and comply 
with instructions received by you, from us or any other authorized person on behalf of our 
Management and will be bound by our Service Rules and Regulations. 

9. In terms of your Contract of employment, you shall be required to –  



  

 

i. Faithfully perform your duties and services in a professional manner at the deputed Client's 
location until the completion of the contract period or the Work assignment whichever is earlier.  

ii. During the term of your Work assignment, render services exclusively to the deputed Client and 
such performance shall not be inconsistent with any obligation you may have to other third parties.  

iii. Not engage in any conduct which is detrimental to the interest of deputed Client or our Company. 
iv. Not to receive any payment or kind of any nature, either directly or indirectly from the deputed 

Client or any third party unless authorized by company in writing or confirmed as per e-mail. 
v. Extend all co-operation to deputed Client, their employees, representatives and the like and do all 

such things as may be necessary, as also to comply with all terms of this Appointment Letter and 
Service Rules, which are available on our website for your constant ready reference, perusal and 
diligent compliance. 

vi. Report and be present at the designated location during the working hours conveyed and to abide 
by the Rules and Regulations, as required by the deputed Client. 

vii. Comply with the confidentiality, safety, health and other Rules and Regulations of the deputed 
client and our Company. 
 

10. You agree to defend, indemnify and hold our Company as well as the deputed Client harmless from 
any and all claims, damages, liability, attorney's fees and expenses on account of your failure to satisfy 
any of your obligations under this Work assignment letter or legal dues of your previous jobs or action 
or for misconduct for violation of any law or creation of any legal liability by you. 

11. During the complete tenure of your contract with company, you will be eligible for 12 days of leave 
equally distributed in each calendar month of the contract term. Any un availed leave for any calendar 
month will deemed to be lapsed at the end of that month. You will not take any leave without prior 
written approval of your reporting manager (whether from company or deputed Client). Any 
absenteeism for more than 3 (three) consecutive days without Information and Prior written Approval 
shall be considered as will full Unauthorised Absenteeism and will allow company to take disciplinary 
action against you. Company will have the right to terminate your services considering no call no show 
as your wilful resignation on non-following of company “Code of Conduct” and hence you will not be 
eligible for any pay against Notice period and the period you have not attended the office.  

12. You are eligible to avail Festival Holidays as per the deputed client locations during your contract term. 

13. Any dispute shall be subject to court at Delhi Jurisdiction only.  

14. For TDS (Tax deduction at source) computation in case of non-submission of PAN Number, company 
shall deduct flat percent of TDS on your total earnings as per the Income Tax Act. Apart from above 
terms conditions your appointment will be governed by the acts and laws application to the contract 
in respect to leaves, medical benefits, state level act and laws, deputed client's policies, targets etc. 

For Aviral Crop Science Private Ltd. 

 
Authorized Signatory 
Please sign the copy of this letter as a token of your acceptance to all the terms and conditions 
mentioned above and declare that the information provided by you in the Joining documents 
submitted to company is true & valid. 
 
Employee’s Signature: ___________________________________  



  

 

Salary Breakup Annexure 

Name Sagar Vishnu Sonawane Location MS-YEOLA 

Designation Crystal Doctor Reporting Authority Darade Avinash 

Department  Sales Expected Date of Joining 12/1/2021 

A Base Component Monthly Annual 

  

Basic Pay 12286 147432 

House Rent Allowance  2283 27396 

Statutory Bonus                                     1023 12276 

Special Allowance  0 0 

Gross Salary  15592 187104 

B Statutory & Mediclaim   

  

Employer EPF Contribution 1474 17688 

Employer ESI Contribution 507 6084 

Medical Insurance Premium 0 0 

  Fixed Cost  to Company (A+B)  17573 210876 

Total CTC  17573 210876 

        

Benefits, Retirals & Perks shall be as per relevant statutory rules and company policies, as applicable.  

Insurance Premium paid by the company provides GTL & GPA for self and GMC for self & family (as per company policy). 

Gross Payments are subject to EPF, ESI, TDS, Proof. Tax and any other statutory deductions, as applicable. 

All above payments are subject to TDS or any other statutory deductions, as applicable. 



Godrej Industries Limited 
Regd. Office: Godrej One, 

Pirojshanagar, 
Eastern Express Highway, 
Vikhroli (E), Mumbai 400079. India. 
Tel.: 91-22-2518 8010/8020/8030 
Fax: 91-22-2518 8068/8063/8074 
Website: www.godrejindustries.com 
 
CIN: L24241MH1988PLC097781 

 
9th June, 2021 

 
Sandip Chopade 
At post - Talai, 
Taluka – Erandol, 
District – Jalagaon, 
Maharashtra - 425110 
 
Dear Sandip, 

 

We have pleasure in appointing you as Junior Officer – Production, Ambernath in our 
organization on the following terms and conditions: 
 
Your appointment takes effect from 9th June 2021.  
 
1. You will be attached to our Ambernath Factory. However, your services are transferable at 

the discretion of the Management to any other section/ department / establishment or any 
of our subsidiary / associate companies in the world. 

 
2. Your annualized CTC, at target level PLVR of 21000/- (Rupees Twenty-One Thousand only) 

will be Rs. CTC 300000 /- (Rupees Three Lacs only). You will be entitled to the benefits and 
perquisites as are applicable to members of the Junior Officer Grade, as in force from time 
to time, as per our Company’s rules. 

 
3. As per the company policy, if you join on or before 30th September in the year then you will 

be eligible for an increment in subsequent April. If you join on or after 1st October in the 
year then you will be eligible for increment from the next financial year. 

 
4. Your service is terminable by giving 30 days’ notice during the probation period.  However, 

after confirmation, 60 days’ notice in writing on either side is necessary for termination of 
employment.  
 

5. You will be on probation for a period of six months, which is subject to extension for a 
further period not exceeding six months, if so desired by us. On satisfactory completion of 
your probation, you will be confirmed by an order in writing.  In case no such written order 
is issued to you on or before the expiry of your probation or on expiry of the extended 
period of probation as the case may be, your services shall be deemed to have been 
terminated on expiry of your probation or on expiry of such extended period of probation.  
If this contract is not otherwise terminated, you shall superannuate from the services of the 
company on the last working day of the month in which you complete 60 years of age. 

 
6. You will be entitled to 25 days Consolidated Privilege Leave (CPL) in a year and Sick Leave on 

need basis. 



 
GODREJ INDUSTRIES LIMITED 

 
 

7. Your employment will be subject to the Company's establishment orders, issued from time 
to time, insofar as they may be applicable to you. 

 
8. You will   be entitled to Provident Fund as per the rules and any other statutory provisions 

that may be made applicable to the employees will also apply to you. 
 

9. You will do and perform all such duties as may be entrusted to you from time to time, in the 
above capacity or in any other capacity, to the best of your ability and also conduct yourself 
faithfully and conscientiously. 

 
10. You will give your wholehearted and undivided attention to your work and will not, whilst in 

the service of the Company, concern yourself directly or indirectly with any other duties or 
outside work, without   obtaining   the prior permission   of   the  Management in writing. 

 
11. As an employee of the Company, you will have access to confidential information in respect 

of the Company or any Associate / Affiliated Company.  Unless specifically authorized by the 
Company or the relevant Affiliated Company, you shall not, during your employment with 
the Company or afterwards 

a. disclose confidential information to any third party or    
b. use this information for your own purposes or for any purposes other than those of 

the Company, or 
c.    Cause any unauthorized disclosure of the said confidential information due to 

negligence on your part. 
 
You shall deliver up to the Company as requested from time to time and on your separation, all 
notes and records (including copies and electronic data) made or received by you relating to 
your work to the Company and all other material containing confidential information of the 
Company or any Affiliated Company. 
 
12. In the event of a breach of the obligations of clause 9, you shall be liable for any and all 

damages caused to the Company.  Such damages would include actual damages and lost 
profits.  The respective regulations of the laws of India will be applicable and enforced. 

 
13. You will not engage yourself directly or indirectly with any company, firm and / or with an 

individual or be engaged in any business which competes with the business of the company 
for a period of one year after you leave the services of the Company. 

 
 
 
 
 
 
 
 
 
 
 



GODREJ INDUSTRIES LIMITED 

 

Sandip Chopade 
Junior Officer – Production 
 

 Salary Structure 

P.M. P.A. 

Basic 7500 90000 
HRA 3750 45000 
Flexi 9839 118071 
Fixed 21089 253071 

PF 1800 21600 

Gratuity 361 4329 

Retirals 2161 25929 

Gross 23250 279000 

PLVR I   14700 

PLVR C   6300 

PLVR   21000 

CTC   300000 

 
Other details 
CPL: 25 days p.a. 
SL: On need basis 
Hospitalization Cover: 5 Lakhs p.a. 
Group Insurance: 30 Lakhs p.a. 
 
PLVR    -Performance Linked Variable Remuneration 
PLVR I    -Based on Individual Performance  
PLVR C    -Based on Business Performance  
 
Kindly return to us the duplicate copy of this letter duly signed as a token of your acceptance of 
the above terms and conditions. 
 

Yours faithfully 
For GODREJ INDUSTRIES LIMITED 

 
 

Soumyajit Pradhan 
Manager (Human Resources) 

 
 

I AGREE TO THE ABOVE TERMS AND CONDITIONS OF EMPLOYMENT 
                                                                                

       _____________ 
  (Sandip Chopade) 
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OFFER & APPOINTMENT LETTER

                                                                                                                                        
 Offer Release Date: November 23, 2021

Satyam Sanjiv Kakade
Pune
Pune, Maharashtra

Dear Satyam Sanjiv Kakade,

Congratulations! 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 HCL 
Technologies Ltd. ( herein referred as “HCL” or “Company”) we are pleased to inform you that you 
have been selected for employment in our organization as Test Engineer.

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 HCL. You are requested to 
join us on or before November 30, 2021.

You will be on probation for a period of 6 months from the date of your joining. Your 
compensation would be as outlined in a separate document “Salary Structure”. The general 
terms and conditions governing your employment are outlined in Annexure II.

On the date of joining, you would be required to furnish photocopies of the original documents and 
other listed information in Annexure III. Please note that the submission of all the documents is 
mandatory to facilitate joining, background verification / validation and appointment process at 
HCL.  Annexure I provides details on the various compensation components and selected benefits 
that we offer you as a part of the HCL family.

As confirmation of your acceptance, please sign the duplicate copy of this Offer cum Appointment 
Letter and Annexure and submit the same within 7 days to at the address given below:

Recruiter:    
Recruiter Address: HCL Technologies Ltd.
A-8-9, Sector 60, Noida 201301, U.P. (India)

This offer will be valid subject to successful clearance of your pre-employment background 
verification check conducted by HCL. Your written consent and requisite copies of documents is 
necessary to complete the pre-employment check. You are requested to complete the submission 
of requisite documents for pre-employment background check within two business days from the 
date of acceptance of our offer of employment. Your cooperation is solicited in this regard to 
enable us complete the necessary pre-employment check on time and enable you on-board us.

Any change in the date of joining needs to be communicated to the concerned recruiter at least 
one week in advance.
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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 HCL Technologies Ltd.,  

 

ANNEXURE I

EXPLANATION OF COMPENSATION STRUCTURE AND EMPLOYEE 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
Variable Pay 
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.

 Advance Statutory Bonus: Applicable where monthly gross does not exceed INR 21,000 
(excluding variable component) as per the Payment of Bonus Act. 
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 Food Wallet: Food Wallet is a voluntary benefit and is applicable for payments related to 
food and non- alcoholic beverages only. Once enrolled, the benefit should be availed within 
HCL Cafeterias or food joints outside HCL campus which serves only food and non-alcoholic 
beverages. This Food Wallet cannot be used in any other outlet other than designated food 
outlet.

 Compensatory Allowance: Compensatory Allowance is a buffer component that adjusts 
the amount of CTC against all other fixed components. 

 VARIABLE PAY

The scope of “Variable Pay” in your compensation structure will be governed based on your 
“employee group” in HCL.

Performance Bonus (PB): You will be eligible to Performance bonus of << Currency >> < PB 
>> per annum. Performance Bonus (PB) is payable in accordance with the Company’s Bonus Policy 
(sales / delivery / functional support) as applicable at that time. The quantum of pay-out will be 
subject to the current year’s Bonus Policy and will be calculated based on your individual 
contributions against your Key Performance Parameters (KPP) as well as the company's 
performance.

PB is payable to you at the end of the performance review cycle. To be eligible for the bonus pay-
out, you need to be active on the rolls of the company at the time of reward distribution as per our 
Performance review and Reward cycle.

Engagement Performance Bonus (EPB): Engagement Performance Bonus is a variable 
component payable on a monthly basis. This component allows employees to participate and take 
control of delivery excellence in their respective engagements. Payout of EPB will be based on EPB 
guidelines as applicable to the respective engagement.
          

RETIRALS & INSURANCES BENEFIT

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), 
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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.

 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! 

Disclaimer
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You will be liable to pay all applicable taxes on your income as per the local laws. You will also be 
responsible for filing your personal Income Tax returns. You acknowledge that the Company is not 
in any way influencing, guiding, suggesting on aspects of taxation or tax saving measures in any 
form and that the same is individual’s decision / personal choice.
Please note that all components mentioned above may or may not be a part of your compensation 
structure. HCL reserves the right to alter, append or withdraw the benefits extended either in part 
or in full based on management’s discretion.

          

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, this is to be 
read in conjunction with the offer letter as attached. 

GENERAL TERMS AND CONDITIONS OF EMPLOYMENT

1. Location

As you are aware that HCL is coming up with IT/ITES SEZ Operating Units in some cities; till the 
time SEZ campus becomes operational, you may be assigned to another facility in the city of 
posting - Pune(A008).  

2. Medical Check up

Your employment is subject to you being declared medically fit by the company doctor.

3. Increments and promotions

Your growth in terms of role, compensation etc. in the company will solely be based on your 
performance. Unless notified in writing, you will be deemed as "confirmed" on completion of your 
probation period i.e. 6 months from date of joining. Subsequently, your annual performance 
appraisal and compensation review will be aligned and effected from the first day of the 
subsequent quarter thereafter. 

4. Notice Period/ Separation
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Your employment with the Company can also be terminated either by the Company or by you by 
giving the other party three months 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. 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. 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.

5. 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 as also to ensure your 
performance and adherence to all terms, conditions, rules and regulations of the Company.

6. Background and Reference Check

• The company will undertake the background verification / validation process of employees 
in terms of education, previous employment(s), criminal verification, database and web searches, 
address verification, claims made against achievements in the resumes/CVs of the employees etc. 
with the help of a third party as and when required. You would be required to submit photocopies 
of documents detailed in Annexure 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.• In case the Prospective Employees fails to 
submit any document required for conducting background verification, they will not be considered 
for hiring.  If the Prospective Employees fails the background verification, appropriate actions 
including withdrawal of offer of employment will be taken basis the recommendations given by the 
background verification team & in line with HCL policies.

7. Working Hours

You will be governed by the normal working hours as existing in the company. 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.

8. Mobility

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.

9. Deputation/ Transfer
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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.  

10. Retirement

You will retire from service on attaining superannuation at the age of 55 years.

11. 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.

12. 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. 

13. 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 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.

14. Other Rules and Regulations of the Company

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

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 
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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.

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 . 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.
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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)

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
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6 Passport Size Photographs (Only with white background) 3

Please Note – 

 Please bring a copy of your Aadhar card on the Induction day, so that HCL onboarding team can ensure the 
right information is passed on for EPF (Employee Provident Fund) / EPS (Employee Pension Scheme) / UAN 
(Universal Account Number) account creation/porting etc.

 HCL will only validate the accuracy of the Aadhar Card details for EPF/EPS/UAN and shall not store or use 
Aadhar card information for any other purposes.

 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.
 All storage Media Devices e.g. laptop, Pen Drives etc. are not allowed inside the campus.
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Annexure IV

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 Mondays and Thursdays: Triveni Induction Room, First Floor, KNMA Tower, Gate number -

1, HCL Technology Hub, Plot No 3A, Sector 126, Noida - 201313. UP (India)
Tuesdays, Wednesdays and Fridays: Akashi Induction Room, Ground Floor, Tower – 1, 

Gate number -1, HCL Technology Hub, Plot No 3A, Sector 126, Noida - 201313. UP (India)
2 CHENNAI HCL Technologies Ltd,Sez Unit-2 (Sdb2 Buid), Eclot-Special Economic Zone, 602/3, 

Shollinganallur Village, Shollinganallur-Medavakkm High Road, Chennai-600119
3 BANGLORE HCL Technologies Ltd, SAL (602), 6th Floor, Tower 4, Special Economic Zone (SEZ), 129, 

Jigani Industrial Area, Bommasandra-Jigani Link Road, Bangalore – 562 106  
4 KOLKATA HCL Technologies Ltd,Level-4, Building -A3 Unitech Infospace, Dh Street, Rajarhat, 

Kolkata-700091
5 HYDERABAD HCL Technologies Ltd,Special Economic Zone, Phoenix Infocity Pvt Ltd, H-01, Level -2 , 

Hitec City 2-Survey No. 30,34,35 & 38, Madhapur, Hyderabad-500081
6 PUNE HCL Technologies Ltd, Blue Bell, Tower-7, Level- Upper Ground Floor , Wing (A&B), 

Magarpatta, Sez, Pune-411013
7 MUMBAI HCL Comnet Ltd,Arena Tower, Ground Floor, Road No 12, Midc, Andheri East, Opp 

Goldfinch Hotel, Mumbai-400093
8 LUCKNOW HCL Technologies Ltd,Hcl It City, Sdc-01, Chack Gajaria Farms, Sultanpur Road, Lucknow, 

Uttar Pradesh-226002
9 MADURAI HCL Technologies Ltd, Sez Unit-1, Tower-1, Elcot, Special Economic Zone, Survey No. 1/2, 

1/3, 1/19, 1/20, 4/1, 2/1, 2/2, 4/2, & 5, Plot No. 5&7,Ilandhaikulam Village-Madurai-Tamil 
Nadu-625020

10 Nagpur HCL Technologies Ltd, Plot No.5, Sector 12, Mihan SEZ, Nagpur
11 Coimbatore State Street HCL Services | Human Resources | Module - 201, 202, 203, 204 And 206 – 

2Nd Floor, Tidelpark Coimbatore Limited, Coimbatore - 641014,Extn : 04226657526|
12 Vijayawada State Street HCL Services Private LimitedMedha IT Towers,Third 

Floor,Kesarapalli,Gannavaram,Krishna District 521102
    

In event of you having to relocate from another city the Company will provide accommodation for 
yourself and immediate family at the company guest house for the initial  15 days, the cost of 
which will be borne by the company. Any extension of the guest house accommodation will be 
subject to availability of rooms and approval from the reporting manager. The cost for the 
extended days of stay will be borne by you.

This offer and Appointment letter with all the enclosures and Annexures are completed in all 
respects and it is clearly understood and agreed that there is no other commitment or 
understanding apart from this. 

If there are any components mentioned in the letter which are other than regular CTC, they need 
to claimed within 6 months of joining/ as specified under related policies of the Company.
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 For HCL Technologies Ltd.,  
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