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                        PLACEMENT 2018-2023 

Criterion VI 
GOVERNANCE LEADERSHIP AND 
MANAGEMENT 

Key Indicator 6.5 Internal Quality Assurance System 

QlM 6.5.1 

Internal Quality Assurance Cell (IQAC) 
has contributed significantly for 
institutionalizing the quality assurance 
strategies and processes visible in terms 
of Incremental improvements made for 
the preceding five years with regard to 
quality (in case of first cycle) 
Incremental improvements made for the 
preceding five years with regard to 
quality and post accreditation quality 
initiatives (Second and Subsequent 
cycles). 

Year 2018 – 2023 
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velkot ieinologies 
Dubai, 10 October 2021 VT/OL/SE-26 

Mr. Sakthi Kanna, 

Passport Number: U8826583 
Dubai. UAE 

Mobile No.: +971 581074660 

Sub: Appointment Letter -Position: Sales Executive 
Dear Mr. Sakthi Kanna, 

We are pleased to appoint you as Sales Executive within our organization with effect from 
10th October 2021 or from the date of assuming your responsibilities with us. 
Your engagement shall be based in accordance with the following terms and conditions: 

1) Place of Work: 
The principal place of work for the employee shall be in Dubai, UAE; but he/she may have to render 
services on a temporary basis outside the principal territory as may be requested by the Employer. 

2) Working Hours: 
Your normal working hours shall be in accordance with the UAE labor law. However, the employer 
reserves the right to amend the working hours at their discretion depending on the work requirement of the company. Our normal working hours are: 

Saturday -Thursday 09:00 hrs. To 18:00 hrs. (with 1 hr. lunch break) 

3) Monthly Salary & Allowances: 
Basic Salary AED: 1,000.00 

Housing Allowance AED: 500.00 
Transport Allowance AED: 500.00 
Total Amount Payable AED: 2,000.00 

4) Annual Leave: 

You will be entitled to 30 (Thirty) days of paid leave annually. 

5) Air/Ticket/Passage: 
One (1) economy excursion air ticket (Amount AED 800) between Dubai and the international airport 

closest to your home county will be provided to you when proceeding on leave (Every Two years) and 

upon the termination of employment unless resigned before completion of two full years of service. 

Velkot Technologies LLC | PO Box 236929 Dubai. UAE I Tel +971 4 264 2123 Web www velkot com 



velkot technologies 
6) Probation Period: 

You will be placed on a minimum period of 3 (Three) months and a maximum of 6 (Six) months 

from the date of commencement of your employment during which the employer reserves the 

right to terminate your employment without assigning any reason(s). 

7) Termination Notice: 

In normal cases, this contract can be terminated giving a 30(Thirty) days advance notice by either party. 

However, the employer reserves the right to terminate the employee even without notice in case the 

employee violates the terms and conditions of the prevailing law. 

8) End of Service Indemnity/Gratuity: 

The end of service indemnity will be computec in accordance with the prevailing UAE Labor Law. 

9) Confidentiality: 

The employee should maintain full confidentiality of the information with respect to all aspects of the 

company and undertake not to disclose, destroy, amend, or modify data, whether in part or in ful, 

about materials used during your employment with the company. An act breach of this undertaking 

would constitute a criminal offense, to which the employee would personally hold responsible for legal 

actions. 

10) Other 

After the termination of this contract; the employee forfeits the right to take up any similar 

assignment(s) in the same field of business/operations 
within the county at least for the period of one 

(1) year. 

11) Employee contract: 

if Employee breach the contract period while on-boarding in service (or) resigns before his visa 

completion period. He must have to pay for the Visa Charges, Medical and other expenses 
which are 

incurred on your 
employment. to the Management 

before receiving his Experience Letter from the 

same company.

12) Sales Target: 

Monthly sales target will be AED 65,000. For the first three months it will be calculated cumulative 

total. From thereafter, it will be monthly basis. 10% commission will be paid from profit after achieving 

80% of sales target and once t.:2 payment is 
cleared from the customer. if monthly target is not 

achieved, this will be led to 
termination of employment 

with mutual consent. 

Veikot 
Technologies 

LLC PO Box 236929 Dubai. 
UAE | Tel +9714 264 2123 Web 

www.velkot.com 
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13) Increment & Salary: 

After Three Months the Salary will be AED: 3,000/- per month and target will AED 80,000. It will be paid 

upon achieving the monthly sales target only. Failing so will not be eligible to get monthly salary. 

All other terms that are not reflected in this letter shall be governed as per the UAE Labor Law. 

We look forward to you joining our organization, we believe you will find work here to be rewarding personally 

and professionally. 

By accepting the terms and conditions on this letter please affix your signature below and return a copy of the 

offer as an acknowledgement to Management. 

Offer Acceptance Signature: 

Manna 

PO. Box: 236929 
DUBAI U.A.E. 

TE TECHNOL 

TZ kinns 
Name 

Mr. Muthukumar 

Manager Director 

ZOGIES 

Date: 

Velkot Technologies LLC. 

Velkot Technologies LLC | PO Box 236929 Dubai. UAE | Tel+971 4 264 2123 | Web www.velkot com 





















































































October 22, 2021
Dear Naveen Raja C,

SUB. : Offer Letter
Congratulations! With reference to your interview, we are pleased to offer you the position as
Implementation Consultant at our Madurai office.
Breakup of your compensation package is provided herewith. As discussed we would like you to join our
company on April 04, 2022  at 10:30 AM unless otherwise agreed to in writing or else the offer will be null
and void.

Per Month Per Annum

General components

Basic Rs. 8750 Rs. 105000

House Rent Allowance Rs. 4375 Rs. 52500

Special Allowance Rs. 9238 Rs. 110850

Total Gross Salary Rs. 22363 Rs. 268350

Employer Contribution

Provident Fund Rs. 1800 Rs. 21600

Gratuity **** Rs. 421 Rs. 5050

Total Employer Contribution Rs. 2221 Rs. 26650

Annuals

Insurance Premium Rs. 5000

Annual Cost to Company (CTC) Rs. 300000

Total CTC Rs. 300000

Employee Deductions

Provident Fund Rs. 1800 Rs. 21600

Total Net Salary  ** Rs. 20562

Coverage

Health Insurance Rs. 200000

Accidental Insurance Rs. 250000



Note 1:
** Excluding taxes (Professional Tax, Income Tax, etc.)
**** Gratuity is payable to employee on completion of 5 years service as per Payment of Gratuity Act, 1972

Note 2:
Our monthly payroll cycle is from 1st to last day of every month

You are asked to report for duty at the following address: Neeyamo Enterprise Solutions Pvt Ltd, 2nd
Floor, Elcot IT/ITES SEZ, Madurai Ring Road, Near Pondy Koil, Madurai Taluk, IlandhiKulam Village,
Madurai- 625020

We count on you to take Neeyamo to greater heights. Wish you the very best!

Warm Regards
For Neeyamo Enterprise Solutions Pvt. Ltd.

Rupinder Kaur
Director, Human Capital Management | Neeyamo Enterprise Solutions

Annexure

Annexure 1: List of document copies you need to produce on Day 1

 1.   Current Resume
 2.   Class X Mark Sheet & Certificate
 3.   Class XII Mark Sheet & Certificate
 4.   UG, PG, Other : Mark Sheets & Certificates
 5.   Professional Qualification: Certificate
 6.   Relieving Letter or Experience Certificate
 7.   Salary Slip from the Last Organization
 8.   4 Passport Size Photographs on white background
 9.   Form 16/ Salary Certificate from the Last Organization
10.   Passport Photocopy
11.   PAN Card Photocopy
12.   Address Proof (Voters ID/ Driving Liscence/ Aadhar Card, etc.)
13.   Signed Copy of the Offer Letter
14.   Recent VISA (for NRI employee only)



Offer: Computer Consultancy
Ref: TCSL/DT20218731538/Chennai
Date: 04/02/2022

Mr. Kishore  S B
15/624th Street,
Krishnapuram Colony,
Madurai-625014,
Tamilnadu.
Tel# 91-9159141500

Dear Kishore  S B,

Sub: Letter of Offer

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

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

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

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

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

COMPENSATION AND BENEFITS

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

1TCS Confidential

TCSL/DT20218731538



Offer: Computer Consultancy
Ref: TCSL/DT20218879049/Chennai
Date: 04/02/2022

Ms. Vaishnavi  Bv
4/420Manikavasagar Street,
Sathasiva Nagar,
Madurai-625020,
Tamilnadu.
Tel# -

Dear Vaishnavi  Bv,

Sub: Letter of Offer

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

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

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

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

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

COMPENSATION AND BENEFITS

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

1TCS Confidential

TCSL/DT20218879049



OrchidPharma 
-A Dhanuka Group Company 

OPL/OOA/2022 
May 18, 2022 

Mr. K Balamurugan 

No.4-51169 Vellimalayan Ist street,, 
Kalaivanar Nagar, Kallnai Alanganallur, 
Madurai -625501. 
Contact No: 8248118014. 

OFFER FOR APPOINTMENT 
Dear Mr. Balamurugan, 

With reference to your application and the recent personal discussions we had with you, we are pleased to offer you the position of Trainee in our Organization, subject to satisfactory completion of your course and pre- employment medical examination. You will be based at our API Manufacturing Facility, Alathur at Chennai. 
Your total cost to company is as per the enclosed annexure. You will be governed by the terms & conditions of employment in the letter of appointment that will be issued to you on your joining and also the policies of the Company. 

While reporting for duty, please bring the following documents Originals along with one photocopy each, without fail: 

a) Proof of date of birth 
b) Educational qualification certificates SSLC onwards 
c) Two Passport and Two Stamp size colour Photographs of yourself d) Copy of Income tax Permanent Account Number (PAN) Card 
e) Copy of Aadhar Card 
COVID Vaccination Certificate 

This offer letter is issued in duplicate. You are requested to confirm your acceptance of our offer by signing and returning the duplicate copy to us within 7days. Your date ofjoining will be immediately after your examinations. If you need any clarification, please feel free to contact Mr Prasanna - 90030 89550/Mr Jeeva -98844 42356 or the undersigned - 9840356576. 

Please note that your compensation package is confidential between you and the Organization, and you are advised to discuss only with the Human Resources Department. 

We look forward to your joining the Orchid Team. 

With best wishes, 

Yours sincerely, 
Accepted by 

D, Ashok Clifford 
By. General Manager - Human Resources K Balamurugan 

Date 

Registered Office: Orchid Pharma Ltd., 'Orchid Towers' 313, Valluvarkottam High Road, Nungambakkam, Chennai 600 034, India. Tel.: (91)-44-2821 1000, E-mail: corporate@orchidpharma.com, Website: www.orchidpharma.com, CIN L24222TN1992PLC022994 



Annexure 

Orchid Pharma Ltd 

Salary Bre ak Up 

KBalamurugan Name 
Trainee Position Offered 

API Manufacturing Facility, Alathur 
Location 

Monthly Annual 
Salany Details: 

4400 52800 
Basic Salary 

5800 69600 
Personal Allowance 

10200 122400 
Monthly Gross 

Annual Benefits 
10000 

Bonus/ Ex-Gratia 

6336 Provident Fund 12% of Basic Salary 

2538 
Gratuity 

141274 Cost to the Company (A) 

Indirect Benefits Cost 
1400 

Safety Shoes & Helmet 

2500 
Uniforms 

17700 
Subsidised Canteen 

7500 
Free Trans port 

29100 Indirect Cost Per Annum (B) 

170374 Total Cost to the Company ( A+B) 

Monthly Cash Benefits 
Night Shift Allowance Average 

Rs. 400 Rupees as per Policy 

Attendance Bonus 
Rs. 500 Rupees as per Policy 

Other Benefits 
Mediclaim 

Self is covered as per policy Rs 200000/ 

Personal Accident nsurance As per policy 

LeBve Entutlements 7 days Per annum 

P.S: ll elements in the compensation structure will be subject to the lncome Tax Rules 

in force and at btipulated by The Income Tax Act, 1965 tron time to timo 

D. Ashok Ciftord 

Dy. General Manager Human Reuources 



OrchidPharma 
A Dhanuka Group Company- 

OPL/OOA /2022 May 18, 2022 

Mr. Omkumar R M 

No.235 Sihivai vaithiyar line. 
New Mahalipatti Road. 

ladurai - 625001. 
Contact No: 63699005254. 

OFFER FOR APPOINTMENT 
Dear Mr. Omkunmar, 

With reference to your application and the recent personal discussions we had with you, we are pleased to offer 
you the position of Trainee in our Organization, subject to satisfactory completion of your course and pre- 

employment medical examination. You will be based at our API Manufacturing Facility, Alathur at Chennai. 

Your total cost to company is as per the enclosed annexure. You will be governed by the terms & conditions of 

employment in the letter of appointment that will be issued to you on your joining and also the policies of the 

Company 
While reporting for duty. please bring the following documents Originals along with one photocopy each. 
without fail: 

a) Proof of date of birth 
b) Educational qualification certificates SSLC onwards 

c) Two Passpon and Two Stamp size colour Photographs of yourself 
d) Copy of Income tax Permanent Account Number (PAN) Card 

e) Copy of Aadhar Card 
f) COVID Vaccination Certificate 

This offer letter is issued in duplicate. You are requested to confirm your acceptance of our offer by signing and 
returning the duplicate copy to us within 7 days. Your date ofjoining will be immediately after your examinations. 
If you need any clarification, please feel free to contact Mr Prasanna - 90030 89550/Mr Jeeva -98844 423 56 
or the undersigned - 9840356576. 

Please note that your compensation package is confidential between you and the Organization, and you are 
advised 1o discuss only with the Human Resources Department. 

We look forward to your joining the Orchid Team. 

Witl best wishes. 

Yours siiICCTely. Accepted by 

Asok CJifford 
y. (General Manager luan Resourees 

Ouukumur R M 
Dute 

Reyistered Office :Orchid Pharma Ltd., "Orchid Towers' 313, Vulluvurkottam High Road, Nungambakkam, Chennai - 600 034, India. Tel. : (91)-44-2821 1000, F-mail: coporte(poichikdpharna.comn, Wobsite : www.orctidpharma.com, CIN: L24222TN1992PLCO22994 



Annexure 

Orchid Pharma ltd 

Salary Break Up 

Name Omkumar R M 

Position Offered Trainee 

Location API Manufacturing Facility, Alathur 

Salary Details Monthly Annua 

Basic Salary 4400 52800 

Personal Allowance 5800 69600 

Monthly Gross 10200 122400 

Annual Benefits 
10000 Bonus/ Ex-Gratia 

6336 Provident Fund 12% of Basic Salary 

2538 
Gratuity 

141274 Cost to the Company (A) 

Indirect Benefits Cost 
1400 

Safety Shoes & Helmet 

2500 
Uniforit 

17700 Subsidisod Catiteen 

7500 
Free Transport 

29100 Indirect Cost Per Annum (B) 

170374 Total Cost to the Company (A+B) 

Monthly Cash Benefits 
Night Shift Allowance Avetage Rs 400 Rupees as per Policy 

Atterndarnce fBonu Rs. 500 Rupees as por Policy 

Other Betnefits 
Mediclairm 

elt is covered as per policy Rs 200000/ 

Fersoal Aucident iB uante A per poticy 

LEve t.iitleineiiit 

FAl eleinenit ilie uinpeibativn stuctute will tie &iujoct u trig lGms as Ruis 

fuie ald at lipulated by 1he tncne 1ax A 1909 lion ns to tim 

y tliclal Jalieye Huai ike Lili co 



 

 www.csgsol.com                                                Page:  1 / 2 

 

 

 

Bangalore. 

               06-Jun-2022. 

To,  

 

Mr. Kishore S B, 

D No : 15/64, 4th Street, 

Krishnapuram Colony,  

Madurai-625014. 

 

Ph: 9566695748 

sbkishore2002@gmail.com 

 

 

Dear Mr. Kishore, 

  

We have pleasure in making a job offer to you as “Trainee Software Engineer” in our company per 

the monthly salary structure (cost to company) given below: - 

 

 

Particulars 
Compensation (in Rs. ) 

Monthly Annual 

Remuneration 

Basic Pay 7,500 90,000 

House Rent Allowance 3,000 36,000 

Conveyance Allowance 1,600 19,200 

Medical Allowance 1,250 15,000 

Educational Allowance 200 2,400 

Special Allowance 10,190 122,280 

TOTAL (A) 23,740 284,880 

Retirement Benefits 

Employer PF Contribution 900 10,800 

Gratuity 360 4,320 

   

TOTAL (B) 1,260 15,120 

COST TO COMPANY (A+B) 25,000 300,000 

 

http://www.csgsol.com/
mailto:sbkishore2002@gmail.com
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This offer is valid subject to your joining duty on or before the agreed upon date (09-Jun-2022) and 

you signing the company standard employment contract which specifies along with other terms and 

conditions that you commit to stay with the Company for a minimum period of 2 years (unless your 

services are terminated by the Company), failing which you will pay a minimum amount of Rs. 

2,00,000/- (Two lakh Rupees) in lieu of early disassociation with the company. In case you do not 

pay this amount and decide to leave then in such case Company shall not issue you Service 

Certificate, Relieving letter and other such documents and at the same time all your existing dues 

with the company if any, shall not be cleared by the Company. 

 

Please note that, you will be under probation for a minimum period of six months from the date of 

joining and later confirmed subject to your satisfactory performance. 

 

If you are agreeable to the above terms and conditions, kindly sign the duplicate copy in acceptance 

of the same. 

 

Yours truly, 

 

 

 

Authorized Signatory 

 

 

http://www.csgsol.com/
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Bangalore. 

               06-Jun-2022. 

To,  

 

Mr. Suryakumar K K, 

D No : 23, Prasanna colony 8th street 

Avaniyapuram,  

Madurai-625012 

 

Ph: 8220027651 

suryakumarkk135@gmail.com 

 

Dear Mr. Suryakumar, 

  

We have pleasure in making a job offer to you as “Trainee Software Engineer” in our company per 

the monthly salary structure (cost to company) given below: - 

 

 

Particulars 
Compensation (in Rs. ) 

Monthly Annual 

Remuneration 

Basic Pay 7,500 90,000 

House Rent Allowance 3,000 36,000 

Conveyance Allowance 1,600 19,200 

Medical Allowance 1,250 15,000 

Educational Allowance 200 2,400 

Special Allowance 10,190 122,280 

TOTAL (A) 23,740 284,880 

Retirement Benefits 

Employer PF Contribution 900 10,800 

Gratuity 360 4,320 

   

TOTAL (B) 1,260 15,120 

COST TO COMPANY (A+B) 25,000 300,000 

 

 

http://www.csgsol.com/
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This offer is valid subject to your joining duty on or before the agreed upon date (09-Jun-2022) and 

you signing the company standard employment contract which specifies along with other terms and 

conditions that you commit to stay with the Company for a minimum period of 2 years (unless your 

services are terminated by the Company), failing which you will pay a minimum amount of Rs. 

2,00,000/- (Two lakh Rupees) in lieu of early disassociation with the company. In case you do not 

pay this amount and decide to leave then in such case Company shall not issue you Service 

Certificate, Relieving letter and other such documents and at the same time all your existing dues 

with the company if any, shall not be cleared by the Company. 

 

Please note that, you will be under probation for a minimum period of six months from the date of 

joining and later confirmed subject to your satisfactory performance. 

 

If you are agreeable to the above terms and conditions, kindly sign the duplicate copy in acceptance 

of the same. 

 

Yours truly, 

 

 

 

Authorized Signatory 

 

 

http://www.csgsol.com/
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Bangalore. 

               06-Jun-2022. 

To,  

 

Mr. Vignesh Babu S S, 

Plot No : 3227 TNHB Colony, 

Mela Anuppanadi,  

Madurai-625009 

 

Ph: 9994539140 

 vickypersonalguide@gmail.com 

 

 

Dear Mr. Vignesh Babu, 

  

We have pleasure in making a job offer to you as “Trainee Software Engineer” in our company per 

the monthly salary structure (cost to company) given below: - 

 

 

Particulars 
Compensation (in Rs. ) 

Monthly Annual 

Remuneration 

Basic Pay 7,500 90,000 

House Rent Allowance 3,000 36,000 

Conveyance Allowance 1,600 19,200 

Medical Allowance 1,250 15,000 

Educational Allowance 200 2,400 

Special Allowance 10,190 122,280 

TOTAL (A) 23,740 284,880 

Retirement Benefits 

Employer PF Contribution 900 10,800 

Gratuity 360 4,320 

   

TOTAL (B) 1,260 15,120 

COST TO COMPANY (A+B) 25,000 300,000 

 

http://www.csgsol.com/
mailto:%20vickypersonalguide@gmail.com
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This offer is valid subject to your joining duty on or before the agreed upon date (09-Jun-2022) and 

you signing the company standard employment contract which specifies along with other terms and 

conditions that you commit to stay with the Company for a minimum period of 2 years (unless your 

services are terminated by the Company), failing which you will pay a minimum amount of Rs. 

2,00,000/- (Two lakh Rupees) in lieu of early disassociation with the company. In case you do not 

pay this amount and decide to leave then in such case Company shall not issue you Service 

Certificate, Relieving letter and other such documents and at the same time all your existing dues 

with the company if any, shall not be cleared by the Company. 

 

Please note that, you will be under probation for a minimum period of six months from the date of 

joining and later confirmed subject to your satisfactory performance. 

 

If you are agreeable to the above terms and conditions, kindly sign the duplicate copy in acceptance 

of the same. 

 

Yours truly, 

 

 

 

Authorized Signatory 

 

 

http://www.csgsol.com/




















































Date: 30-Nov-2021
APPOINTMENT LETTER

Date of Joining – 30-Nov-2021

SUDHAKAR p

Dear SUDHAKAR,

Welcome aboard!

With reference to our Interview and discussions, we are pleased to appoint you as FL IV in ML OFFICER in
our MICRO LOANS division of the Company. Your date of joining is 30-Nov-2021. The following terms and
conditions will be applicable to you:

1. PLACE OF POSTING:

Your posting will be presently at Vilangudi. However, during employment of the Company, you may be
posted / transferred to any of the offices / projects / divisions / departments / units / subsidiaries / sister
concerns of the Company, existing or to be set up at any other location in India or abroad, without any
additional remuneration, in the interest of the Company without assigning any reasons.

2. COMPENSATION & BENEFITS:

Your Cost to Company [CTC] per Rs. 143,830/- (Rupees One Lac Forty Three Thousand Eight Hundred
and Thirtyonly), which will be inclusive of Basic Salary, Allowances and such other elements as may be
applicable from time to time. Compensation and career progression shall be dependent on performance /
conduct and in no case shall be construed to be a matter of right.  

You will be governed at all times by the policies, procedures and rules of the Company related to the salary,
allowances, benefits and perquisites which are applicable to you. Further, the Company, at its sole discretion,
may modify or change such allowances, benefits and perquisites from time to time in accordance with its
policies.

Your compensation review / increments and future prospects in the Company shall entirely depend on your
performance and other relevant factors as Company may deem fit and in no case, they shall be automatic
and / or a matter of right.

It is agreed between the Company and you that the incentive, payable if any, based on your performance
and/or productivity is in lieu of any other bonus payable, including the bonus based on profits payable under
any law. It is also expressly/ mutually agreed between the Company and you that the incentive payable if
any, based on your performance and/or productivity shall be set off against the bonus payable based on
profits under any law to the extent permissible under any law.

3. PROVIDENT FUND SCHEME :

You shall become a member of the Provident Fund immediately on joining and as per the rules in force from
time to time. The Company contribution under this scheme is fixed at 12% of your basic with a matching
compulsory contribution from you. You will be required to submit necessary forms to the Human Resources
Department upon your joining.



4. LEAVE :

The Privilege Leave entitlement for the 1st year of service would be 20 days. Thereafter it would be as per 
the prevailing Company's leave policy.

5. MEDICAL FITNESS :

You will be required to undergo the periodical medical checkup / examination by a doctor appointed by the
Company. This appointment letter is valid subject to you being physically fit. Your appointment, continuation
and permanency in the employment are also subject to you remaining physically fit.

Your appointment is subject to your declaration of medical fitness to perform the job assigned to you by the
Company. The Company, as and when necessary, may require you to be medically examined by Company
appointed medical practitioner at any time, during the period of your service. The Company reserves the right
to initiate necessary actions, including termination of employment, in any of the following situations:

1. A false declaration of medical fitness by you.

2. Being found medically unfit to continue with the job, by the Company appointed medical
practitioner. In such an event, you will be given 30 days time to regain your fitness.

3. Infectious diseases – in case you acquire any infectious diseases which are likely to be a
risk to other employees.

6. DUTIES AND RESPONSIBILITIES :

i) Your duties are entirely managerial in nature and the Company will expect you to work
with a high standard of initiative, efficiency and economy and encourage and motivate
people under you to achieve optimum output. You will perform, observe and confirm to
such duties, directions and instructions assigned or communicated to you by the
Company and those in authority over you.

ii) You will devote your entire time to the work of the Company and will not undertake any
direct / indirect business or work, honorary or remuneratory except with the written
permission of the Company in each case. Contravention of this will lead to the
termination of your service without any notice or any compensation in lieu of such notice.

iii) You shall not seek membership of any local or public bodies without first obtaining
written permission from the Company.

iv) You shall neither divulge nor give out information to any unauthorized person (including
media) during the period of your service or even afterwards by word of mouth or
otherwise, particulars or details of our processes, know-how, security arrangements,
administrative and / or organizational matters of a confidential / secret nature, which may
be your privilege to know by virtue of your being our employee and which shall bring
disrepute to the Company or its group companies.

v) You shall keep confidential all the information and material provided to you by the
Company or by its clients concerning their affairs, in order to enable the Company to
perform the service. This also includes such information as is already known to the
public which also you will not release, use or disclose except with the prior written
permission of the Company. Your obligation to keep such information confidential shall
remain even on termination or cancellation of this employment.



vi) You will not enter into any commitments or dealings on behalf of the Company for which
you have no clear authority nor alter or be a party to any alteration of any principle or
policy of the Company or exceed the authority or discretion vested in you without the
previous sanction of the Company or those in authority over you.

vii) You will be responsible for the safe keeping and return in good condition and order of all
the properties of the Company, which may be in your use, custody, care or charge. For
the loss of any property of the Company in your possession, the Company will have a
right to assess on its own basis and recover the damages of all such materials from you
and to take such other action as it deems proper in the event of your failure to account
for such material or property to its satisfaction. 

7. TERMINATION OF PERMANENT SERVICE :

i) You will automatically retire from the service of the Company on attaining the
superannuation age of 58 years.

ii) If you absent yourself without intimation / sanctioned leave or remain absent beyond the
period originally granted or subsequently extended, you shall be considered as having
voluntarily abandoned your employment without giving any notice unless you resume your
duties within 8 days from the commencement of such absence and provide explanation to
the satisfaction of the Company for such absence.

iii) Your services are liable to be terminated without any notice or salary in lieu thereof in case
of misconduct, including loss of confidence, arising out of misconduct, disloyalty, commission
of an act involving moral turpitude and act of indiscipline or inefficiency. 

iv) During the service, either party to this contract shall be at liberty to terminate the same by
giving to the other 30 days notice in writing or compensation (on Basic Salary basis) in lieu
thereof. It shall not be necessary for either party to assign any reason for termination of the
contract. Provided that, such notice or compensation in lieu of shall not be payable by the
Company to you in the event of any contravention or violation by you, of any of the
provisions set forth in this appointment letter. Final decision on relieving an employee
and determining the notice period or compensation in lieu or in relation thereof, or the
decision to waive the notice period vests with the Company. Company reserves the right to
relieve the employee with immediate effect and without any kind of compensation
whatsoever, if it deems fit in the interests of the Company, or if the Company, in its sole
discretion, determines that the employee may pose a threat, immediate or foreseeable, for
breach of the conditions of the appointment letter, and in  particular the conditions relating to
the Company’s know-how, security arrangements, administrative and/or organizational
matters, or it is deemed that continuation in notice period may possibly be disruptive to the
operations of the company. Upon dismissal, the employee shall receive payment only till
their last date of service, no compensation or remuneration beyond the date of dismissal
shall be due from the Company.. Any unutilized leave, as per the Company’s leave policy,
may be set-off against the notice period of 30 days, at the discretion of the Company.

8. GENERAL CONDITIONS :

i) You may be selected and sponsored by the Company for familiarization / training
assignments or any other institutions / organizations in India and / or abroad. You will
diligently and beneficially take part in the training and such assignments. The cost of such
training including the travel fare and related expenses will be borne by the Company subject
to agreements to be drawn up and signed by the Company and you specifying minimum



number of years you will serve the Company after such training and providing for payment of
liquidated damages by you to the Company proportionate to the years of service remaining
to be rendered, in the event you voluntarily terminate the contract of service or this
appointment, as the case may be, prior to the expiry of the agreed period of service referred
to herein above.

ii) You will be required to comply with BYOD Policy (Bring Your Own Device Policy) of the
Company and consequently, you will be allowed to bring personally owned devices
(adhering to the Company’s acceptable use policy) to the workplace and use the said
devices to gain access to the application, network & IT resources of the Company. A
onetime only advance shall be extended by the Company to you pursuant to the said policy,
the amount of which shall be recovered from you prorated basis if your employment is
terminated for any reason whatsoever within 728 days of your date of joining.

iii) You will be covered by the service rules and regulations including conduct, discipline and
administrative orders and any such other rules or orders of the Company that may come in
force from time to time.

iv) Your age mentioned in the Matriculation / Higher Secondary Certificate will be deemed to be
the conclusive proof of your date of birth.

v) You will intimate in writing to the Company any change of address within a week from
change of the same, failing which, any communication sent on your last recorded address
shall be deemed to have been served on you.

vi) You will hand over the charge of Letter of Authority or Power of Attorney issued to you or any
property / material of the Company in your possession at the time of cessation of your
employment with the Company.

vii) The present designation is subject to change depending upon work assignment from time to
time.  

viii) You shall abide by the rules and regulations which the Company has at this level and shall
undertake to sign such declarations that the Policy may demand from time to time.

ix) Unless otherwise specified, any reimbursements, in the form of relocation expenses, will be
fully recovered if your employment with the Company ceases within two years of joining. Any
payment made, in the form of relocation expenses / notice pay or payment of sign-on bonus
will be taxed as per income tax rules.

x) The information and documents provided by you are subject to verification, and upon your
acceptance of this appointment grant the Company the right to conduct such verification,
including through external agencies. This would include but not be limited to, your
employment history, educational / professional credentials, CIBIL & other background
checks. You hereby agree, consent and authorize the Company to access, use and share
such information provided by you, with internal and external agencies, for the purpose of
carrying out verification at any and all points of time, whether during or after your
employment with the Company. The Company has the policy of sharing all relevant
employee employment information with applicable external agencies

xi) Your appointment is also liable to termination in the event of the verification of your
character, antecedents and testimonials are not found satisfactory. In case particulars



mentioned in your application are found false or unsatisfactory, your services would be liable
for termination at any time without any notice or any compensation in lieu thereof.

xii) In case you join the Company in the absence of the relieving order from your previous
employer, you shall do so at your own risk and undertake to keep the Company indemnified
for all loss / damage by your such act.  

xiii) Any dispute or difference or claims arising out of or in connection with this contract shall be
resolved by reference to arbitration by a sole arbitrator appointed by L&T Finance Limited, at
its sole discretion. The arbitration proceedings shall be governed by the provisions of the
Arbitration & Conciliation Act, 1996 and the Rules framed there under and any amendments
thereto. The language of arbitration shall be English. The venue of arbitration shall be at
Mumbai and courts at Mumbai shall have exclusive jurisdiction. The award of the arbitrator
shall be final and binding on the parties. The governing law shall be the laws of India

xiv) Any Dispute between yourself and the Company concerning with or relating to or arising out
of this employment shall be subject to the jurisdiction in Greater Mumbai only.

xv) Please note that you are required to keep the salary & other perquisites / benefits offered to
you strictly confidential and not to share information regarding the same with any one.

xvi) You shall not be entitled to any salary in the event you leave the Company within 20 working
days of your joining.

xvii) This appointment is subject to the rules, regulations and policies made by the Company and
detailed in the HR manual or any other circular/intimation issued by the HR team as in force
at present or as may be amended, altered, modified or extended from time to time and shall
be binding upon you whether or not you have signed off on such amendment or modification
.If acceptable to you, please carry a duplicate copy of this letter duly signed by you in token
of your acceptance of offer on your date of joining.

xviii)The risk management practices and/or policies applicable upon the Company could require
the disclosure of information regarding bank account of employees working at employee
grades FL I to FL IV in the Micro Loans business of the Company, and consequently you
may be required to provide such information and/or declarations regarding the same. Failure
or inability to disclose the above information and/or furnishing any incorrect or incomplete
declaration shall be a violation of the Company's Code of Conduct. Such information may
include information regarding financial transactions, if sought.

You are requested to initial (on all pages) and sign (in the space herein below) and return the
enclosed copy in acceptance of the terms and conditions incorporated herein above



With best wishes for your assignment,

Yours sincerely,

For L&T FINANCE LIMITED.

Nilesh Dange

Chief Human Resources Officer

ACKNOWLEDGEMENT & ACCEPTANCE
I have read and understood the above terms and conditions and hereby sign in acceptance of the same.

NAME: __________________________

SIGNATURE: ____________________              DATE: ______________



Annexure I

Name SUDHAKAR p

Grade FL IV Designation ML OFFICER

Sr.
No.

Heads
Per Month

(Rs.)
Per Annum (Rs.)

Monthly Components

A.

Basic 4,794 57,532

House Rent Allowance 2,877 34,519

Leave Travel Allowance 3,157 37,885

Sub-Total (A) 10,828 129,936

Statutory Benefits & Retirals

B.

Provident Fund (Employer Contribution 12% of Basic) 575 6,904

ESI (Employer Contribution of 3.25% of monthly 
gross)

352 4,223

Gratuity (4.81% of Basic) 231 2,767

Sub Total (B) 1,158 13,894

Total Fixed Pay (A + B) 11,986 143,830

Rs. One Lac Forty Three Thousand Eight Hundred and Thirty Only

# You are also eligible to participate in the company’s incentive schemes, through which you may earn 
incentive based on your performance. Please note the incentive payable in any accounting year under the 
scheme, will be inclusive of amount to be paid in lieu of any other bonus payable, including the bonus 
based on profits payable under any statutory law. Thus, you will be eligible for a minimum amount of 0per 
month and your maximum potential to earn incentive would be 5,270 per month. The Company reserves 
its rights to amend the incentive schemes from time to time.

In addition to the above, you will be covered under the following Group benefits:
1. Group Life Insurance Cover
2. Family Mediclaim Cover
3. Group Personal Accident Cover

For L&T FINANCE LIMITED.

Nilesh Dange
Chief Human Resources Officer
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Bangalore. 

               06-Jun-2022. 

To,  

 

Mr. Suryakumar K K, 

D No : 23, Prasanna colony 8th street 

Avaniyapuram,  

Madurai-625012 

 

Ph: 8220027651 

suryakumarkk135@gmail.com 

 

Dear Mr. Suryakumar, 

  

We have pleasure in making a job offer to you as “Trainee Software Engineer” in our company per 

the monthly salary structure (cost to company) given below: - 

 

 

Particulars 
Compensation (in Rs. ) 

Monthly Annual 

Remuneration 

Basic Pay 7,500 90,000 

House Rent Allowance 3,000 36,000 

Conveyance Allowance 1,600 19,200 

Medical Allowance 1,250 15,000 

Educational Allowance 200 2,400 

Special Allowance 10,190 122,280 

TOTAL (A) 23,740 284,880 

Retirement Benefits 

Employer PF Contribution 900 10,800 

Gratuity 360 4,320 

   

TOTAL (B) 1,260 15,120 

COST TO COMPANY (A+B) 25,000 300,000 

 

 

http://www.csgsol.com/
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This offer is valid subject to your joining duty on or before the agreed upon date (09-Jun-2022) and 

you signing the company standard employment contract which specifies along with other terms and 

conditions that you commit to stay with the Company for a minimum period of 2 years (unless your 

services are terminated by the Company), failing which you will pay a minimum amount of Rs. 

2,00,000/- (Two lakh Rupees) in lieu of early disassociation with the company. In case you do not 

pay this amount and decide to leave then in such case Company shall not issue you Service 

Certificate, Relieving letter and other such documents and at the same time all your existing dues 

with the company if any, shall not be cleared by the Company. 

 

Please note that, you will be under probation for a minimum period of six months from the date of 

joining and later confirmed subject to your satisfactory performance. 

 

If you are agreeable to the above terms and conditions, kindly sign the duplicate copy in acceptance 

of the same. 

 

Yours truly, 

 

 

 

Authorized Signatory 

 

 

http://www.csgsol.com/
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Bangalore. 

               06-Jun-2022. 

To,  

 

Mr. Suryakumar K K, 

D No : 23, Prasanna colony 8th street 

Avaniyapuram,  

Madurai-625012 

 

Ph: 8220027651 

suryakumarkk135@gmail.com 

 

Dear Mr. Suryakumar, 

  

We have pleasure in making a job offer to you as “Trainee Software Engineer” in our company per 

the monthly salary structure (cost to company) given below: - 

 

 

Particulars 
Compensation (in Rs. ) 

Monthly Annual 

Remuneration 

Basic Pay 7,500 90,000 

House Rent Allowance 3,000 36,000 

Conveyance Allowance 1,600 19,200 

Medical Allowance 1,250 15,000 

Educational Allowance 200 2,400 

Special Allowance 10,190 122,280 

TOTAL (A) 23,740 284,880 

Retirement Benefits 

Employer PF Contribution 900 10,800 

Gratuity 360 4,320 

   

TOTAL (B) 1,260 15,120 

COST TO COMPANY (A+B) 25,000 300,000 
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This offer is valid subject to your joining duty on or before the agreed upon date (09-Jun-2022) and 

you signing the company standard employment contract which specifies along with other terms and 

conditions that you commit to stay with the Company for a minimum period of 2 years (unless your 

services are terminated by the Company), failing which you will pay a minimum amount of Rs. 

2,00,000/- (Two lakh Rupees) in lieu of early disassociation with the company. In case you do not 

pay this amount and decide to leave then in such case Company shall not issue you Service 

Certificate, Relieving letter and other such documents and at the same time all your existing dues 

with the company if any, shall not be cleared by the Company. 

 

Please note that, you will be under probation for a minimum period of six months from the date of 

joining and later confirmed subject to your satisfactory performance. 

 

If you are agreeable to the above terms and conditions, kindly sign the duplicate copy in acceptance 

of the same. 

 

Yours truly, 

 

 

 

Authorized Signatory 

 

 

http://www.csgsol.com/
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Bangalore. 

               06-Jun-2022. 

To,  

 

Mr. Kishore S B, 

D No : 15/64, 4th Street, 

Krishnapuram Colony,  

Madurai-625014. 

 

Ph: 9566695748 

sbkishore2002@gmail.com 

 

 

Dear Mr. Kishore, 

  

We have pleasure in making a job offer to you as “Trainee Software Engineer” in our company per 

the monthly salary structure (cost to company) given below: - 

 

 

Particulars 
Compensation (in Rs. ) 

Monthly Annual 

Remuneration 

Basic Pay 7,500 90,000 

House Rent Allowance 3,000 36,000 

Conveyance Allowance 1,600 19,200 

Medical Allowance 1,250 15,000 

Educational Allowance 200 2,400 

Special Allowance 10,190 122,280 

TOTAL (A) 23,740 284,880 

Retirement Benefits 

Employer PF Contribution 900 10,800 

Gratuity 360 4,320 

   

TOTAL (B) 1,260 15,120 

COST TO COMPANY (A+B) 25,000 300,000 

 

http://www.csgsol.com/
mailto:sbkishore2002@gmail.com
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This offer is valid subject to your joining duty on or before the agreed upon date (09-Jun-2022) and 

you signing the company standard employment contract which specifies along with other terms and 

conditions that you commit to stay with the Company for a minimum period of 2 years (unless your 

services are terminated by the Company), failing which you will pay a minimum amount of Rs. 

2,00,000/- (Two lakh Rupees) in lieu of early disassociation with the company. In case you do not 

pay this amount and decide to leave then in such case Company shall not issue you Service 

Certificate, Relieving letter and other such documents and at the same time all your existing dues 

with the company if any, shall not be cleared by the Company. 

 

Please note that, you will be under probation for a minimum period of six months from the date of 

joining and later confirmed subject to your satisfactory performance. 

 

If you are agreeable to the above terms and conditions, kindly sign the duplicate copy in acceptance 

of the same. 

 

Yours truly, 

 

 

 

Authorized Signatory 

 

 

http://www.csgsol.com/
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Bangalore. 

               06-Jun-2022. 

To,  

 

Mr. Kishore S B, 

D No : 15/64, 4th Street, 

Krishnapuram Colony,  

Madurai-625014. 

 

Ph: 9566695748 

sbkishore2002@gmail.com 

 

 

Dear Mr. Kishore, 

  

We have pleasure in making a job offer to you as “Trainee Software Engineer” in our company per 

the monthly salary structure (cost to company) given below: - 

 

 

Particulars 
Compensation (in Rs. ) 

Monthly Annual 

Remuneration 

Basic Pay 7,500 90,000 

House Rent Allowance 3,000 36,000 

Conveyance Allowance 1,600 19,200 

Medical Allowance 1,250 15,000 

Educational Allowance 200 2,400 

Special Allowance 10,190 122,280 

TOTAL (A) 23,740 284,880 

Retirement Benefits 

Employer PF Contribution 900 10,800 

Gratuity 360 4,320 

   

TOTAL (B) 1,260 15,120 

COST TO COMPANY (A+B) 25,000 300,000 

 

http://www.csgsol.com/
mailto:sbkishore2002@gmail.com


 

 www.csgsol.com                                                Page:  2 / 2 

 

 

 

 

 

This offer is valid subject to your joining duty on or before the agreed upon date (09-Jun-2022) and 

you signing the company standard employment contract which specifies along with other terms and 

conditions that you commit to stay with the Company for a minimum period of 2 years (unless your 

services are terminated by the Company), failing which you will pay a minimum amount of Rs. 

2,00,000/- (Two lakh Rupees) in lieu of early disassociation with the company. In case you do not 

pay this amount and decide to leave then in such case Company shall not issue you Service 

Certificate, Relieving letter and other such documents and at the same time all your existing dues 

with the company if any, shall not be cleared by the Company. 

 

Please note that, you will be under probation for a minimum period of six months from the date of 

joining and later confirmed subject to your satisfactory performance. 

 

If you are agreeable to the above terms and conditions, kindly sign the duplicate copy in acceptance 

of the same. 

 

Yours truly, 

 

 

 

Authorized Signatory 

 

 

http://www.csgsol.com/


 

 www.csgsol.com                                                Page:  1 / 2 

 

 

 

Bangalore. 

               06-Jun-2022. 

To,  

 

Mr. Vignesh Babu S S, 

Plot No : 3227 TNHB Colony, 

Mela Anuppanadi,  

Madurai-625009 

 

Ph: 9994539140 

 vickypersonalguide@gmail.com 

 

 

Dear Mr. Vignesh Babu, 

  

We have pleasure in making a job offer to you as “Trainee Software Engineer” in our company per 

the monthly salary structure (cost to company) given below: - 

 

 

Particulars 
Compensation (in Rs. ) 

Monthly Annual 

Remuneration 

Basic Pay 7,500 90,000 

House Rent Allowance 3,000 36,000 

Conveyance Allowance 1,600 19,200 

Medical Allowance 1,250 15,000 

Educational Allowance 200 2,400 

Special Allowance 10,190 122,280 

TOTAL (A) 23,740 284,880 

Retirement Benefits 

Employer PF Contribution 900 10,800 

Gratuity 360 4,320 

   

TOTAL (B) 1,260 15,120 

COST TO COMPANY (A+B) 25,000 300,000 

 

http://www.csgsol.com/
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This offer is valid subject to your joining duty on or before the agreed upon date (09-Jun-2022) and 

you signing the company standard employment contract which specifies along with other terms and 

conditions that you commit to stay with the Company for a minimum period of 2 years (unless your 

services are terminated by the Company), failing which you will pay a minimum amount of Rs. 

2,00,000/- (Two lakh Rupees) in lieu of early disassociation with the company. In case you do not 

pay this amount and decide to leave then in such case Company shall not issue you Service 

Certificate, Relieving letter and other such documents and at the same time all your existing dues 

with the company if any, shall not be cleared by the Company. 

 

Please note that, you will be under probation for a minimum period of six months from the date of 

joining and later confirmed subject to your satisfactory performance. 

 

If you are agreeable to the above terms and conditions, kindly sign the duplicate copy in acceptance 

of the same. 

 

Yours truly, 

 

 

 

Authorized Signatory 

 

 

http://www.csgsol.com/






1STFloorAVMComplexAnnaiTherasaStreet,Kalavasal,Madurai–16. 

 

 

 

OFFERLETTER & APPOINTMENT ORDER 

 
Date:15.03.2023 

 

Dear Ms.M.LAVANYA, 

We are pleased to offer you a position as CONTENT WRITER in our company. We are sure that examsdaily 

can provide you with a very satisfying and challenging work environment along with a very successful growth plan. 

Your starting Annual CTC including all benefits will be Rs.120000. Annexure-1 provides a breakup of the compensation 

package. 

Your first day employment would be on or before MAR20TH2023. Offer not accepted within 7 days of receipt is liable to 

last at the discretion of the Company. 

You will be on probation for a period of 6 months. The company may waive, reduce or extend your probation period at its 

discretion. You are deemed to have successfully completed your probation period only after the company has informed you in 

writing. Besides, you shall be covered under the Group Mediclaim Policy & Personal Accident Policy Clusters for which you 

can get details from the Human Resources Department. 

One month prior notice is needed for reliving or truncation from the service. We look forward to a long and successful 

association together towards success. 

For Mathy Examsdaily Private Limited, 
 

 

Malarkodi P 

Head - Human Resources 

Agreed and Accepted: I accept your offer as outlined in this letter, including any sub sequentre visions and I will be 

available to begin work at Examsdaily. I understand that this offer is contingent upon successful completion of 

reference checks and a background check if required. 



1STFloorAVMComplexAnnaiTherasaStreet,Kalavasal,Madurai–16. 

 

 

 

ANNEXURE–1(Compensationdetails) 
 

Name : M.LAVANYA 
Designation: CONTENT WRITER 

Date of joining: 15.03.2023 
Location :MADURAI 

Remuneration: 

Details Yearly 
Grand 
Totals Monthly   

Gross Salary  156000   
          

10,000    

Basic                             78,000    
           

6,500    

HRA                            12,000    
           

1,000    

City Compensatory All                             6,000    
              

500    

Conveyance                             6,000    
              

500    

Medical                             6,000    
              

500    

Educational                             6,000    
              

500    

LTC                             6,000    
              

500    

   CTC   
       

1,20,000   Gross PM  
      

10,000  

   CTC [PM]  
          

10,000      

 

NOTE: 
 

 It is expected that an individual compensation package would not be shared with 

other employees. 

 Our monthly payroll cycle is from 21st to 20th of every month 

 The above compensation structure is subject to change without affecting 

emoluments adversely. 

 

 Applicable tax would be borne by the employees 

 *Tenure Bonus (as applicable to tax) will be released upon completing 1 year, from your date of joining 

If any employee resigns during his/her on-going tenure, then tenure bonus will not be applicable as per 

policy. 

 

Signature& Date……………… 



1STFloorAVMComplexAnnaiTherasaStreet,Kalavasal,Madurai–16. 

 

 

Annexure 2: List of document copies you need to produce on Day 1 

 

1. Current Resume 

2. Class X Mark Sheet & Certificate 

3. Class XII Mark Sheet & Certificate 

4. UG, PG, Other: Mark Sheets & Certificates 

5. Professional Qualification: Certificate 

6. Relieving Letter or Experience Certificate 

7. Salary Slip from the Last Organization 

8. 4 Passport Size Photographs on white background 

9. Salary Certificate from the Last Organization 

10. PAN Card Photocopy 

11. Address Proof (Voters ID/ Driving License/ Aadhar Card, etc.) 

12. Signed Copy of the Offer Letter 
 

 

 

 

 

 

 

 

 

Signature, Date……………… 



Annexure A
 

 
 
 
 
Ref:HDBFS/23-24/HRIC569180/Appt/335591                                                                                                                        Page 5 of 5

Compensation Breakup

Salutation Mr.

Name BHARATHKUMAR T D

Role SENIOR TELECALLING OFFICER

Location CHENNAI

Reporting to CENTRE HR MANAGER

Date of Offer 13-Jun-2023

Annual Compensation Break up HDBFS Monthly

Basic 66,000 5,500

HRA 26,400 2,200

Other Allowance 47,568 3,964

Provident Fund (Employer's contribution) 13,632 1,136

Gross Salary  (A) 1,53,600 12,800

ESIC (Employer's contribution)----(B) 4,548

Gratuity----------- (C) 3,180

Total Fixed Compensation (D=A+B+C) 1,61,328 13,444

Note:

This Offer is subject to positive reference checks & Credit Bureau check. Your
consent for candidature of the Company will be considered as consent for accessing
your Credit report.

Employee and Employer’s contribution towards ESI will be 0.75% & 3.25%
respectively

You will be entitled to Performance Incentive Plan as per Company Policy

Gratuity is as per “The Payment of Gratuity Act”.

Insurance as per Company Policy.

I accept the terms and conditions as mentioned in the Appointment letter.

_____________________________

Bharathkumar T D

Ref:HDBFS/23-24/HRIC569180/Appt/335591













































                                                         Reliance SMSL Limited
                                                 PAYSLIP FOR THE MONTH of November 2022
   |-------------------------------------------------------------------------------------------------------------------------------|
   |EMPLOYEE NO.:     67684071                      NAME:  Mr. Vinithbabau RK                 PAYSLIP NO.:      1                  |
   |PAYSLIP LOCATION: JIO-TN Madurai                UAN No.: 101878865601                                                          |
   |-------------------------------------------------------------------------------------------------------------------------------|
   |PF A/c No.: 67684071                            Pension A/c No.: 67684071                 ESIC A/c No.: 5703430991             |
   --------------------------------------------------------------------------------------------------------------------------------|
   |BANK NAME : STATE BANK OF INDIA                                                           BANK A/C NO.: 41339278274            |
   --------------------------------------------------------------------------------------------------------------------------------|
   |EARNINGS                       |This month (Rs)| Arrears (Rs) | DEDUCTIONS                     |This month (Rs)| Arrears (Rs)  |
   |-------------------------------------------------------------------------------------------------------------------------------|
   |Basic salary                   |      8,970.00 |              | Ee ESI contribution            |        129.00 |               |
   |HRA                            |      5,980.00 |              | Ee PF contribution             |      1,076.00 |               |
   |Statutory Bonus                |        747.20 |              | Prof Tax - Full period         |        200.00 |               |
   |Local Conveyance Reimb.        |      1,011.50 |              | Recovery of round off amt      |          0.25-|               |
   |Daily Field Incidental Ex      |      1,425.00 |              | GTLI Recovery                  |         45.00 |               |
   |                               |               |              | GHP Rec- Arr                   |               |     1,367.05- |
   |                               |               |              |                                |               |               |
   |                               |               |              |                                |               |               |
   |                               |               |              |                                |               |               |
   |                               |               |              |                                |               |               |
   |                               |               |              |                                |               |               |
   |--------------------------------------------------------------------------------------------------------------------------------
   |                               |     18,133.70 |              |                                |     1,449.75  |     1,367.05  |
   ---------------------------------------------------------------|----------------------------------------------------------------|
   |GROSS EARNINGS  Rs.            |               |    18,133.70 |  TOTAL DEDUCTIONS  Rs.         |               |     2,816.80  |
   --------------------------------------------------------------------------------------------------------------------------------|
   |                                                              |                                |               |               |
   |                                                              |----------------------------------------------------------------|
   |                                                              |  NET PAY           Rs.         |               |    18,051.00  |
   --------------------------------------------------------------------------------------------------------------------------------|
                                                                     DEAR COLLEAGUE
   ----------------------------------------------------------------- ---------------------------------------------------------------
   |Payroll / Time Helpdesk : Raise Query in "My HR"               | |                                                             |
   ----------------------------------------------------------------- |                                                             |
   |Current Month Total days: 30.00   Prev.month(s) absence        | |                                                             |
   |Paid Days               : 30.00   Paid / Recovered(-):  0.00   | |                                                             |
   |Absence Days            : 0.00                                 | |                                                             |
   ----------------------------------------------------------------- ---------------------------------------------------------------

   Absence days for  November 2022
   -----------------------------------------------------------------------------------------------------------------------------
   |01 |02 |03 |04 |05 |06 |07 |08 |09 |10 |11 |12 |13 |14 |15 |16 |17 |18 |19 |20 |21 |22 |23 |24 |25 |26 |27 |28 |29 |30 |31 |
   -----------------------------------------------------------------------------------------------------------------------------
   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |
   -----------------------------------------------------------------------------------------------------------------------------

   Loan / EMI Balances
   ----------------------------------------------------------------------------------------------------------------------------
   |Pers.Loan   |Educ. Loan  |Medical Loan|Other Loan  |Imprest     |Marriage Loan|Mobile EMI   |Vehi.Loan     |Jewellery EMI |
   |---------------------------------------------------------------------------------------------------------------------------
   |       0.00 |       0.00 |       0.00 |       0.00 |       0.00 |       0.00  |       0.00  |       0.00   |       0.00   |
   ----------------------------------------------------------------------------------------------------------------------------



01-Jul-2022

 
Dear Aravindh S,

SUB.:Offer Letter
 

Congratulations! With reference to your interview, we are pleased to offer you the position as Service Delivery
Executive, Payroll at our Madurai office.
Breakup of your compensation package is provided herewith. We would like you to join our company on 11-Jul-2022
at 10:30 AM unless otherwise agreed to in writing or else the offer will be null and void. Your gross emoluments will
be Rs. 160000 per annum (CTC). You will be issued a detailed appointment letter on your joining with us.
 

                                      
             Per Month

                               
          Per Annum

General Components

Basic 6667.0 80000.0

House Rent Allowance 3333.0 40000.0

Special Allowance 1132.0 13580.0

Total Gross Salary 11132.0 133580.0

Employer Contribution   
Provident Fund 936.0 11230.0

Gratuity* 321.0 3848.0

ESI 362.0 4342

Total Employer Contributions 1618.0 19420.0

Annuals  
Fixed Bonus 7000.0

Cost to Company (CTC) 160000

Employee Deductions

Provident Fund 936.0 11230.0

ESI 84.0 1002

Total Net Salary** 10112.0

 

 

 

 

www.neeyamo.com



 
Note 1:
* Gratuity is payable to employee on completion of 5 years’ service as per Payment of Gratuity Act, 1972
** Excluding taxes (Professional Tax, Income Tax, etc.)

Note 2:
Our monthly payroll cycle is from 1 st to the last day of every month.

 
You are asked to report for duty at the following address: Neeyamo Enterprise Solutions Pvt Ltd, 2nd floor, Elcot
IT/ITES SEZ, Madurai Ring Road, Near Pondy Koil, Madurai Taluk, llandhikulam Village, Madurai- 625020

Please indicate your acceptance of this offer under the terms described above by returning a signed copy of this
letter no later than 03-Jul-2022 , post which the offer stands null and void.

We count on you to take Neeyamo to greater heights. Wish you the very best!

Warm Regards
For Neeyamo Enterprise Solutions Pvt. Ltd.

Rupinder Kaur
Director, Human Capital Management | Neeyamo Enterprise Solutions

Annexure

Annexure 1: List of document copies you need to produce on Day 1  

        1.   Current Resume  
        2.   Class X Mark Sheet & Certificate  
        3.   Class XII Mark Sheet & Certificate  
        4.   UG, PG, Other : Mark Sheets & Certificates  
        5.   Professional Qualification: Certificate  
        6.   Relieving Letter or Experience Certificate  
        7.   Salary Slip from the Last Organization  
        8.   4 Passport Size Photographs on white background  
        9.   Form 16/ Salary Certificate from the Last Organization
       10.  Passport Photocopy
       11.  PAN Card Photocopy
       12.  Address Proof (Voters ID/ Driving Liscence/ Aadhar Card, etc.)
       13.  Signed Copy of the Offer Letter
       14.  Recent VISA (for NRI employee only)

 

 

 

www.neeyamo.com
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To:

Mr. GOWSALYA K

EMP ID:  23654

3/29, SOUTH STREET, SUNGURAMPATTI, THIRUMANGALAM(T.K), VIDATHAKKULAM 
POST, MADURAI-625 706.

08-09-2022

APPOINTMENT LETTER
DEAR Mr. GOWSALYA K,

Collman Services is delighted to appoint you as “TELECALLER” with effect from  08-09-2022.

Your appointment with Collman Services shall be subject to the following terms and conditions:

Your base location will be “MADURAI” but you will need to travel as per your work requirements.

1. You shall be paid a consolidated salary of Rs.10000.00 (TEN THOUSAND ) per month.
2. You will need to punch in the biometric attendance every-day to record your in-time and out-time. 

There will be a deduction in salary, for deviation of not punching in the biometric attendance, late 
entry or early exit. On specific circumstances approval from your Unit Head must be sent to HR 
before the salary process.

3. You should be reachable over phone at all times. In case you are going to a place where you will not 
be reachable you should provide us with an alternate contact number and give prior information to the 
company.

4. During your employment you may be needed to work for extended hours, weekends, or holidays, as 
per the work requirement and no additional pay or compensation will be provided for that.

5. During your employment with Collman, you are liable to be transferred from one job profile to 
another, one portfolio to another, one department to another or one location to another or to any other 
division/branch as per company’s requirement and you must be ready to accept the shift.

6. During your employment, you are eligible for one day of paid leave per month, starting from your 
second month of employment. This leave is based on the dates of the salary cycle and cannot be 
carried forward to the next month. This leave will lapse on the last date of the month’s salary cycle.  

7. Absence from work has to be definitely intimated to your reporting manager. If you are availing a 
planned leave you will need to intimate about your leave, well in advance before availing the leave. In 
case you are availing an emergency leave due to any unforeseen circumstances, then you will need to 
inform your reporting manager over phone or email, before the commencement of the office working 
hours.

8. In case you are availing a long leave for some medical reasons, you will need to produce medical 
certificate and test reports as proof of recovery from the illness you were suffering from.

9. In case you are absent for three or more days without information and if the company is unable to 
reach you or any of the emergency contact members that you have provided to us, you will be treated 
as absconding and your employment with Collman Services will be terminated with immediate effect 
and you will not be eligible for any salary or incentive.

10. Any employee who “ABSCONDS” will not be eligible for salary or any incentives earned during 



his/her tenure of work. 
11. As per the company policy you are required to sign the Employment Agreement along with your 

joining formalities. By signing the employment contract you are consenting with your full conscious 
to strictly abide by the terms and conditions mentioned in that agreement. Violation of any clause of 
that agreement will lead to disciplinary actions or termination as decided by the management. 

12. Any employee who is “TERMINATED because of Violation or Breech of the Terms and Conditions 
of Employment Agreement” will not be eligible for any salary or any incentives earned during his/her 
tenure of work from the company .

13. If the company is terminating your employment because of any disciplinary issues, behavioral issues 
or any unethical act, your services will be terminated with immediate effect and you will not be 
eligible for any compensation, salary or incentives or any other benefits from the company.

14. If the company wishes to terminate your employment due to your performance related issues, you will 
be eligible for the salary/incentives earned during the period that you have worked for, provided you 
have completed 3 months of employment in the company. If you are terminated for performance 
related issues before the completion of 3 months of service you will be not eligible for any salary or 
incentives for the period that you have worked, from the company.

15. The company shall hold the right to terminate an employee from the services of Collman without any 
compensation, if you are found guilty at any point of time during your employment, for breach of 
contract or violation the non-disclosure agreement, guilty of usage of alcohol or drugs during work 
hours, or for any integrity/fidelity issues. If you are Terminated in such circumstances, you will not be 
eligible any salary, incentives or compensation for the period that you have worked for, form the 
company. 

16. The company shall hold the right to terminate you from the services of Collman without any salary, or 
incentives or any compensation, if you are found legally guilty on account of any court charges /any 
criminal charges against you at any point of time during your employment, and appropriate action as 
decided by the management including termination will be initiated against you. 

17. If the information given by you at the time of interview or in the joining procedures or during the 
reference checks is found to be incorrect, necessary action as decided by the management will be 
initiated against you and in such cases you will not be eligible for any salary, incentives or 
compensation from the company.

18. During your employment you are not eligible to be hired by any other organization on any 
fulltime/part-time/contractual/weekend jobs and you cannot take up any sort of employment 
directly/indirectly outside Collman, and also you are not entitled to be partner/shareholder/own any 
business. If any violation of this clause if found, necessary actions as decided by the management, 
even leading to termination of your employment without any notice period or compensation will be 
initiated by the management. In such circumstances you will not be eligible for any salary, incentives 
or compensation from the company.

19. If you wish to quit the company, you are required to give one month’s notice or pay one month’s 
salary in lieu of your notice period. Experience letter and relieving letter will be issued from the 
company only if you resign following the Exit policies of the company by giving sufficient notice 
period and handover to your successor. In case you are quitting without giving one month’s notice 
period, you will not be eligible for any salary or incentives from the company. 

20. If you resign within 3 months of your joining you will not be eligible for any salary or incentives 
earned during your period of employment in the company. All the company provided benefits will 
lapse on the date you are relieved from the services of the company. 

21. All the company provided benefits will lapse on the date you are relieved from the services of the 
company. If you are agreeable to the aforesaid terms and conditions, please sign the Company 
Reference copy of this letter signifying your acceptance of the terms and conditions of your 
employment and return   the copy to HR before collecting your copy of the appointment letter.  
We are pleased to have you in our organization and we sincerely hope that your association with our 
company will be beneficial to both. We hope you will have a longstanding and enjoyable career with 
us.





  

Ref. No. :   APT  / Enteron / 879162 / 2023-24                    Date : 14/03/2023 

LETTER OF APPOINTMENT  

"Form A" 

(See Rule 22 (1) of The Sales Promotion Employees (Condition of Services) Act 1976 with Sales 
Promotion Employees (Condition of Services) Rules 1976) 

Name of the Establishment : Alembic Pharmaceuticals Ltd 

Address : Alembic Road,Vadodara-390003 

Name of the employer   : Alembic Pharmaceuticals Ltd 

Name & address of the Sales Promotion 
Employee  

: Mr. Dhinakaran K M 

    
2/910, Sourashtrapuram,1st Street, Vandiyur 
Madurai, Tamil Nadu-625020 
 

With reference to your application and subsequent interview you had with us, We are pleased to put 
you as Probationary Medical Representative,for our Enteron division based at Madurai - 1 as your 
Head Quarter with effect from 14th March,2023 on the following terms & conditions: 

1. You will draw salary and allowances as stated in the Annexure A. 

2. You will be on probation for a period of 6 months from the date of your joining the Company. On 
successful completion of Probation Period, you will be confirmed in writing in the services of the 
Company. However, the period of Probation maybe extended or curtailed based on your performance. 
Your performance shall be evaluated at regular intervals and in case you do not reach the expected 
levels of performance, the Company reserves the right to terminate your services. 

3. You will be entitled to the working allowance and travelling fare as per the Company’s policy 
applicable to your cadre. Please note that the allowances do not form part of the salary. 

4. Your services may be transferred from one Headquarter, Region and division to snother based on 
exigencies of business at the discretion of management. You are also liable to be transferred to 
any department / division / establishment of the company at any location in india without payment 
of any additional compensation, to meet with any exigencies of business at the sole discretion of 
Management. 

5. You will be retired or superannuated from the services of the division on completion of 58 years of 
age. The date of birth as declared by you verified at the time of your employment will be reckoned 
final for this purpose. 

6. You will discharge your duties as per the instruction and guidance given by your superiors and 
Management from time to time. 

  

  



7. Your appointment shall be subject to Company rules and regulations in force now and that may 
come into force from time to time and such acts or laws and regulations as are applicable and are in 
force now and/or any such modifications or enactments that may come into force from time to time. 

8. You shall inform of your monthly tour plan well in advance to your Superior and shall intimate 
immediately in writing to your superior about any changes in the same with reasons. You will inform 
your Superior whenever you leave/return to your headquarters. You shall submit daily reports, 
account of samples and its distribution in appropriate forms available for the same. 

9. Your hours of work are not fixed, but you shall work in the manner and as per timings followed 
generally by all probationary medical representatives. Further, you will be required to travel 
extensively on Company’s business which may extend to several weeks continuously. 

10. During the continuance of your employment, you will not accept any part-time or full-time 
employment in any Organization whether with or without remuneration. You will also not pursue any 
educational/vocational courses part time or full time without prior permission of the Company. 

11. You will be entitled to leave with pay in accordance with the Sales Promotion Employees Act, 1976 
and the rules or any amendments thereto and the rules framed by the Company that may be in force 
from time to time. The granting of leave will depend upon the exigencies of work and will be at the 
sole discretion of the Company.  If you remain absent without prior permission or intimation for a 
consecutive period of ten days or more your services shall be liable for termination without notice or 
appropriate disciplinary procedure will be initiated accordingly. 

12. You will inform in writing the Management of any change in your residential address and family 
status at the earliest. On failing to do so, all communications intended to be served on you would be 
sent to your last address as per our records and this shall be deemed to have been served on you. 

13. You shall conduct yourself soberly and carry out diligently and faithfully all the instructions given 
to you by your superiors in connection with the Company’s business and to the best of your skills and 
ability to improve and further the business and interest of the Company. 

14. You shall not either during the continuance of your services or thereafter disclose, divulge, or make 
public or use any information / knowledge which you may acquire during the period of your services 
in any way about any of the affairs or secrets of the Division, Company or any processes, accounts, 
transactions and dealings of the Division, Company to any person, firm or Division, Company to the 
prejudice of organization. 

15. You are required to devote your full time attention and efforts to the furtherance of the business 
of the Division of the Company and to continually develop your professional skills in your own and 
Division’s mutual interests. You shall not during your services with the Division directly or indirectly 
engage yourself in or devote attention to any full time, part time training or business or monetary 
position other than that of the Division. You shall be true and faithful to the Division in all dealings and 
transactions relating to the Division’s business. 

16. You shall not accept or take any presents, commissions, or any kind of gratification in cash or kind 
from any person, party, firm or concern having dealings with the Company and if you are offered any, 
you should immediately report the same to the Company in writing. You shall not lend money to or 
borrow money from customers and suppliers of the Company. 

   



17. You will be responsible for the safe keeping and return in good condition Company’s articles and 
property which may be in your custody, care or change. The Company shall have the right to deduct 
the money value of such Company property from your dues and take such other actions deemed 
proper in the event of your failure to account for such property to the satisfaction of the Management. 

18. In case you are absent from your assigned duties for more than ten days at a stretch without prior 
written approval of your Superior, appropriate action will be initiated accordingly. Absence from your 
assigned duties for the purposes of this clause would also include not following the rules and 
procedures of our Company for submission of the daily, monthly or other prescribed reports. 

19. Any instance of misconduct, breach of any of the clauses, rules and regulations governing your 
engagement, neglect of your duties, insubordination, riotous behavior, insolence, absence from duty 
without prior sanction, dishonesty, embezzlement and accepting any commission or discount from 
any merchant or outsiders or such behavior in contravention of traditional/ common during your 
services or if you are tried and/or convicted for any criminal offence, you shall be dealt with 
appropriately. 

20. In the event of your being indulging in any acts or commission constituting misconduct, including 
unwelcome physical contact and advances and / or a demand or request for sexual favour and /or 
sexually colored remarks/jokes, and /or showing pornography and / or any other physical, verbal or 
non-verbal conduct of a sexual nature, which will tantamount to an act of moral turpitude, you shall 
be dealt with appropriately. 

21. Your appointment is subject to your medical fitness and retaining reasonable medical fitness 
during the tenure of your employment with the Company and as certified by the Doctor appointed by 
the Division for this purpose. The Division may require you to undergo medical checkup as and when 
required at the Division’s cost by any Doctor/Doctor’s nominated by the Division. If after such 
examination, the Division is of the opinion that continuance of your services is medically not advisable 
or that you are incapable of discharging your duties, the Division may discontinue your services 
forthwith without any notice.  

22. In case of any dispute or difference arises out of or in connection with your engagement, including 
any further terms and conditions that may be laid down from time to time, it shall be subject to the 
exclusive jurisdiction of the appropriate Courts, Tribunals and/ or Authorities in the city of  Vadodara. 

23. Your services may be terminated without assigning any reason whatsoever, by giving you one 
month notice in writing or compensation in lieu thereof during the probationary period as well as after 
confirmation by either side. In case of adequate notice is not given by an employee, appropriate 
deductions shall be made from his dues to cover notice period. 

  

  

  

  

  

  



24. You shall submit your reports and required information regularly to your superiors as per the Rules 
and Policy of the Company in such prescribed format from time to time. You shall undertake to adhere 
to such schemes/procedures like Cell Phone Reporting or such other method of reporting as the 
Company decides as per the requirements and as per the exigencies of the business. 

25. In case you fail to join at your assigned Headquarter within 7 days of issuance of this appointment 
letter, it will be assumed that you are no more interested in this position and joining the Company. 
Subsequently, the said appointment letter will be deemed withdrawn. 

We welcome you in our Organisation and look forward to your long and fruitful association with us. 

 
For Alembic Pharmaceuticals Ltd , 

 
 
Arvind Tripathi 
Associate Vice President – Human Resources 

 
I have read and understood all the terms and conditions of appointment and I shall abide by them 
in toto. 

 

Place :                                                                                                                          

Date : 
                                                                                                                                                   (Signature) 

  



 ANNEXURE-A                        14/03/2023 

 ALEMBIC PHARMACEUTICALS LTD  

  
NON-METRO 

ANNEXURE (Compensation Details) 
 

Candidate Name : Mr. Dhinakaran K M 

Division : Enteron 

HQ : Madurai - 1 

Designation : Probationary Medical Representative 

DOJ : 14th March,2023 

Sr. 
No. 

Salary Head Amount(Rs.) Frequency 

1 Basic 15125 Monthly  

2 HRA 6050 Monthly  

3 Hospitalization Premium 781 Monthly  

4 Kit Allowance 2252 Monthly  

5 PF (Company) 1815 Monthly  

6 Bonus 9000 Yearly  

7 Gratuity 8724 Yearly  

Annual CTC 330000 Yearly  

Amount In Words: Rupees Three Lac Thirty Thousand Only. 
 

 
 

 
Arvind Tripathi 
Associate Vice President – Human Resources 

 
Notes :  

1. Gratuity will be payable as per The Payment of Gratuity Act, 1972 and employee will be eligible for 
gratuity only after rendering 5 years of continuous service in organization.  

2. Payment of Bonus will be made as per The Payment of Bonus Act, 1965.  
3. There will be variation up to Rs. 12/- per annual in CTC due to rounding-off the monthly amount.  

 Please sign duplicate copy of this appointment letter and send back to the authorized signatory as a 
token of your acceptance of the appointment on the terms and conditions mentions here in above.  

Place :   

Date :  (Signature) 

 

 



 
 
 
 
 
 
 

Date: 12-Sep-2023

Dear PADMASRI S K

Congratulations! We take great pleasure in inviting you to be an integral part of Omega Healthcare 
Management Services Private Limited. 

We are pleased to make you an offer of employment as PROCESS EXECUTIVE - AR  full time and your place 
of posting will be Chennai-I with an Annual CTC Compensation of Rs. 2,84,236.00 (Two Lakhs Eighty Four 
Thousand Two Hundred Thirty Six Rupees Only). In addition, upon successful completion of Probationary 
period you are eligible for Performance Based Quarterly Merit Increase (PBQMI) and Quarterly Tenure 
Bonus Plan (QTB) as indicated in Annexure D.

Your date of joining will be on or before 14-Sep-2023, beyond which this offer stands revoked. 

We are an international organization with people capabilities across India, Philippines, and the USA. You will 
discover with us ‘passion, energy and commitment’ to be the best in class and take pride in doing things 
differently. As we refine and continuously improve on our people process, we count on your support in making 
Omega Healthcare one of the Best Place to Work. 

Combining the largest medical coding staff in the world, with proprietary technology, analytics and automation 
capabilities, Omega Healthcare helps thousands of providers eliminate administrative burdens, accelerate 
cash flow and reduce health management costs. The company streamlines medical billing, coding and 
collections processes, and offers telephone and message-triage services to provide the most comprehensive 
and scalable outsourced revenue cycle management solutions in the industry.

Most of us here are ordinary people, but constantly seeking to do extraordinary things. We are not perfect, but 
we are open to feedback, learning and change. While we have our own individuality, we also share a common 
vision and complement each working as a team.

What differentiates us from other places to work is our passion and commitment towards superior customer 
service. You will find strong core values and brand promise that we live up that is hallmark amongst all our 
Service offerings.

We firmly believe in employee engagement and our evolving people processes. We assure you enrichment, 
growth and fulfillment at the end of each working day. Discover Camaraderie, Harmony and Accomplishment 
with us. 

We look forward to a long and fruitful association with you and confident of making Omega Healthcare a truly 
world class and an aspirational MNC to work for. 

All our new employees have been asked to report to office as part of employment starting Apr’2022 and By 
accepting this offer, you agree to abide by this clause that this offer of employment entails Working from Office 
(WFO) effective your 14-Sep-2023

With this arrangement we look forward in extending our Best Welcome, Induction and Training in making you 
successful and experience our culture and team spirit.

In the event of work assignment that stipulates remote working, you agree to have access to Broad-band 
Internet connection for effective discharge of your duties and the same would be reimbursed to the tune of 
Rs.800/month.

Your offer and subsequent appointment will be governed by the terms and conditions of employment 
presented in the enclosed Annexure A. You will also be governed by rules and regulations in vogue that may 
change from time to time. 

At the time of your joining, the following documents need to be submitted:



 
 
 
 
 
 
 

 Signed Copy of the Offer/Appointment Letter
 Photocopy of your educational HSC/Degree/Diploma valid certificates and marks cards in support of 

your educational qualifications.
 Reliving letter/Service certificate/ Resignation acceptance letter from your previous employer 
 Photocopy of your Birth Certificate/ DOB Proof
 Copy of PAN Card /Acknowledgement copy of PAN Application 
 Copy of AADHAR Card / Acknowledgement copy of AADHAR
 Self ID Proof - 2 Copies (Passport/ Driving License/Voter’s ID/ Ration Card/ PAN Card/ 

Aadhaar/College ID)
 2 References for professional / character reference checks
 Last 3 months pay slips or latest copy of Form 16(applicable to experienced candidates)
 Residence Proof - 2 copies Permanent & Temporary (Passport /Driving License/ Voter’s ID / Ration 

Card/ Aadhaar / Mobile Bill or Telephone Bill / LIC Policy / BANK Passbook/ Electricity Bill/Gas 
Bill/Water Bill/Rental Agreement- (Letter from owner or Self Declaration letter required if it’s not in your 
name)

 Passport size photographs - 6 Nos.
 Post card Size photographs - 2 Nos.  (for ESI Employees)
 Parents DOB details. (Documents not required. Only date is required to fill in nominee forms) 
 Physical standard (Blood Group, Height, Weight - details only required for filling the application form. 

Proof not required)

While at Office, we attire Formally on Mondays and Smart Business Casuals on the Rest of the Days.

Please do not hesitate to contact us, should you need any assistance or information regarding your 

onboarding. You are required to sign the duplicate of this Offer Letter and the Annexure as your acceptance 

and submit the same to us.

We look forward having you as a vibrant family member of Omega Healthcare! 

Sincerely,

For Omega Healthcare Management Services Pvt. Limited.

Guruvayurappan P V
Chief Human Resource Officer  



 
 
 
 
 
 
 

Annexure A (PROCESS EXECUTIVE - AR)

Terms and Conditions of Employment

You shall be governed by the following terms and conditions of service during your employment with Omega 
Healthcare Management Services Private Limited (hereafter referred to as the “company”), and those that 

may be amended from time to time.

Statement of Facts 

a. The company has made the offer of employment on the basis of the bonafide statements and facts provided 
by you in your application form and Resume for employment. At the time of employment or during 
employment if the company finds the information provided to be false or misleading, it reserves the right to 
take appropriate disciplinary action against you.

b. Subsequent to your appointment, if there were to be any negative feedback from your previous employment, 
you would be liable to be removed from services without any notice.

Duties

a. During working hours, you shall use your best energies and abilities to serve the company faithfully. You 
shall comply with the rules, regulations and procedures as notified by the company in the letter and spirit,

b. During working hours, you shall entirely devote your time, attention and abilities to the business of the 
company.

c. You shall not, without company’s prior written consent, be in any way directly or indirectly concerned with 
any other business or employment during or outside your hours of work in the company. You shall however, 
undertake honorary, social or charitable nature, library, and artistic or scientific character only with the 
express written permission from the competent authority.

d. During your employment, you shall not directly or indirectly engage in any conduct averse to the best 
interest of the company. Also, you shall not divulge any confidential information or violate any agreement 
with your prior employers or their clients.

Place of Work 

You will be in employment at the company’s office or other work locations as required. The company 
reserves the right to transfer you on a temporary or permanent basis to other job functions, departments or 
locations within the company, when necessary.

Hours of Work

a. The working day shall comprise of 9.00 working hours inclusive of 30 minutes of Lunch break and 30 
minutes for 2 Tea breaks.  You may be required to work on shift as assigned. 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 
on which your reporting officer will notify you in advance.

b. Omega Healthcare observes national and festival holidays as per policy which will be notified during 
induction. The festival holidays may vary every year and across region/Service line.

Leave and Vacation

a. From the date of joining, you will be entitled to and 1 day of Sick/ Casual Leave Per month as per Leave 
policy applicable to your grade from subsequent month of joining.

b. On a prorate basis, you would also be entitled for 1 day of Privileged Leave Per month of as per our policy. 
You can refer Leave policy for further information on leave policies and its applicability.



 
 
 
 
 
 
 

Conduct

a. You shall at times, maintain exemplary conduct and decorum. You shall uphold honesty and integrity in all 
your actions.

b. You shall, honor and comply with all Rules and Regulations of the Company and statutory requirements, in 
letter and spirit.

Confidentiality

a. You shall maintain utmost secrecy with regard to confidential and proprietary information relating to the 
company. This information includes and is not limited to trade secrets, technical processes, finances, and 
dealings with information relating to suppliers, employees, agents, distributors and customers.

b. You shall not, during your employment and at all times thereafter directly or indirectly use or disclose 
confidential information except for the sole benefit of the Company. This restriction shall cease to apply 
when it may come into the public domain otherwise than through unauthorized disclosure by you or such 
information which you shall be obliged to disclose by law.

c. You shall not take copies of confidential documents or information for your own purposes and forth with 
upon termination, you shall return to the Company all documents, records and accounts in any form 
(including electronic, mechanical, photographic, and optic recording) relating to matters concerning the 
business or dealings or affairs of the Company.

d. You shall not during your employment and at all times thereafter do or say anything that may injure directly 
or indirectly damage the business of the Company

e. You shall maintain utmost confidentiality with regard to your compensation and benefits. You shall not 
discuss your compensation and benefits with anyone, but with Manager you report to.

f. You may have to sign
 The Non-Disclosure Agreement and Non Compete Agreement (as applicable)
 The Code of Business Conduct and Ethics 
 Prohibition or Disclosure or Use of Inside Information (as applicable)

Separation from the company 

a. The retirement age of the company is 58 years. At the time formally resigning from service, you shall 
serve the notice period of as appended below: 

Notice Period
Clause/Bands

Band 1 -
Trainees

Band 1 -
Laterals Band 2 Band 3 Band 4 Band 5 Band 6

 During Probation 30 60 60 60 60 90 90

After confirmation 60 60 60 60 60 90 90

b. When you resign formally from the service of the Company, the Company may solely at its discretion, 
Permit you to pay up for the notice period in lieu for the un-served notice period.

c. You will not be entitled to such notice period, If the Company terminates your services due to 
misdemeanor, unsatisfactory performance or any other disciplinary matter.

d. In the event of your separation (whether voluntary or involuntary) from the company within 24 months 
of appointment, you will pay back in full all Performance Based Quarterly Merit Increase (PBQMI) 
and Quarterly Tenure Bonus (Annexure D) paid to you in order to be formally relived in accordance 
to the Terms of the Service Performance Agreement.

I accept the terms and conditions of the Company mentioned above and the following Annexures.

Signature Name:PADMASRI S K Date:12-Sep-2023



 
 
 
 
 
 
 

Annexure B

Offer of Employment under Special Module

 We take pride in being an Employer of Choice. It is all about the internal workings of our company, about our 
people, and the way we treat them. We are a Fantastic Place to work where people are involved and enjoy 
performing, adopt a role as Brand Ambassador, are highly satisfied and closely involved in the organization. 
We are a Great Place for building a bright future. 

 Omega Healthcare has a strong basic core: breaking down barriers, inspiring and connecting. This is 
applied to personal development, business and society. A career with us is an opportunity to find purpose in 
your passion. It is a chance to grow and develop into an ace at what you do. We have grown many of our 
People over the years into positions of Leadership and Innovation who have made meaningful impact.

 At Omega Healthcare, our Values of Customer Service, Respect, Transparency, Equal Opportunity and 
Collaboration guide our actions and decisions each day. You will Discover Camaraderie, Harmony and 
Accomplishment with us.

 You are being made an Offer of Employment under Special Module that accords opportunity to earn 
higher starting salary (as outlined in Annexure C) than what is normally offered for New Hire Freshers. 
Through this Special Module, you will receive Training and Mentoring aimed at upskilling you for future 
Leadership opportunities within the Organization. 

 You acknowledge that through this Special Module of Tenure Based Performance Bonus Pay and Training, 
this employment offer entails you to serve the organization for 24 (Twenty-Four) months as minimum service 
tenure failing which you become liable to pay any Performance Based Quarterly Merit Increase (PBQMI) 
and Quarterly Tenure Bonus paid to you by the Organization. You also undertake to sign ‘Service 
Performance Guarantee Agreement’ as part of your appointment letter upon your joining.



 
 
 
 
 
 
 

Annexure - C

SALARY STRUCTURE

Pay Component Monthly Amount Annual Amount

CTC

Fixed Cash (Gross) 21100 253200

Basic 10600 127200

HRA 5300 63600

Special Allowance 4140 49680

Advanced Statutory Bonus 1060 12720

Benefit 2586 31036

PF 1769 21225

Medical Insurance Premium 208 2496

Group Term Life Insurance 100 1200

Gratuity 509 6115

Total CTC 23686 284236

Total CTC 23686 284236

Variable Pay - You will also be eligible for performance based variable pay of Rs. 0.00/- per annum (i.e. Rs. 

0.00/per month) which is payable as per company policy on achievement of agreed upon targets.

Authorized by



 
 
 
 
 
 
 

Guruvayurappan P V
Chief Human Resource Officer  



 
 
 
 
 
 
 

Annexure - D

Performance Based Quarterly Merit Increase (PBQMI) and Quarterly Tenure Bonus Plan–Indicative Earning Potential

 Gross Salary (X) Quarterly Tenure Bonus (Y)

Month

Performance 
Exceeds 
Expectations 
(EE)

Performance 
is Above 
Expectations 
(AE)

Performance 
Completely 
Meets 
Expectations 
(CME)

Performance 
Exceeds 
Expectations 
(EE)

Performance is 
Above 
Expectations 
(AE)

Performance 
Completely 
Meets 
Expectations 
(CME)

1 21100 21100 21100 0 0 0

2 21100 21100 21100 0 0 0

3 21100 21100 21100 0 0 0

4 22600 22600 22600 0 0 0

5 22600 22600 22600 0 0 0

6 22600 22600 22600 0 0 0

7 23800 23500 23200 10500 9000 7500

8 23800 23500 23200 0 0 0

9 23800 23500 23200 0 0 0

10 25000 24400 23800 12000 10500 9000

11 25000 24400 23800 0 0 0

12 25000 24400 23800 0 0 0

13 26200 25300 24400 13500 12000 10500

14 26200 25300 24400 0 0 0

15 26200 25300 24400 0 0 0

16 27400 26200 25000 15000 13500 12000

17 27400 26200 25000 0 0 0

18 27400 26200 25000 0 0 0

19 28600 27100 25600 16500 15000 13500

20 28600 27100 25600 0 0 0

21 28600 27100 25600 0 0 0

22 29800 28000 26200 18000 16500 15000

       23 29800 28000 26200 0 0 0

      24 29800 28000 26200 0 0 0

     25 31000 28900 26800 19500 18000 16500



 
 
 
 
 
 
 

 644500 623500 602500 105000 94500 84000

Total 25 (Twenty-Five) Months Earning Potential is as appended below:

Total Earning Potential (Performance Exceed Expectations) = 644500(X) + 105000 (Y) = Rs.7,49,500 (Z) 

Total Earning Potential (Performance Above Expectations) = 623500 (X) + 94500 (Y) = Rs.7,18,000 (Z)

Total Earning Potential (Performance Completely Meets Expectations) = 602500 (X) + 84000 (Y) = Rs.6,86,500 
(Z)






